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FORWARD

TheMaine Department of Transportation maintains operations that must be performed, or
rapidly and efficiently resumed, in an emergency or disaster. While the impact of an emergency
or disaster cannot be predicted, planning for operations under such conditiomigate the

impact of the emergency or disaster on our people, our facilities and our mission. Continuity of
Operations (COOP) Plans are important resources in providing essential services, maintaining
vital records and systems, and continuing essenitktions.

This document wagreparedy the Maine Department of Transportation to ensure essential
operations and functions can be performed during an emergency or disaster.

Recommended changes to this plan may be sédva Bernhardat
David.Bernhardt@maine.gov

Bruce Van Note
Commissioner
Maine Department of Transportation
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COVIEL9 Phased Response Plan
Communications

1 All communications, internal and externakitten and oralneed approval through team
up toDeputy Commissioner Nina Fisher

All media goeghrough the P10, (Paul Merrill).

All legislative inquires go tdleghan Russo

Facilities,Regions followocal chain of command

Daily briefings at 2pm

= =4 -4 -9

Members of MaineDOT Planning and Response Team

1 MaineDOTTeam LeadDirector M&O David Bernhardt*
o Backup:Kyle Hall, Assistant Director of Maintenance and Operations
0 *Reporting all updates to the Commissioner
1 Other Central Office Team Members:
o Deputy Commissioner Nina Fisher
COO, William Pulver
Chief Engineer, Joyce Taylor
Director Human Resources, Beth Getchell
Director Project Development, Richard Crawford
Director of Creative Services (PIO), Paul Merrill
Director Finance and Administration, Karen Doyle
Director Planning, Jennifer Brickett

O 0O O0OO0OO0OO0Oo

*Team leads will share thidgn, daily phone briefings, and update with their respective
backups

General Policy

Education:
Use emailsvith update and, or factoids keeping people informed. Utilize signs
in primary junction pointsind posterat information locations, along wi#ety
meetings to encourage employeeteton and explore where to find information.
Key points for people tpracticeis enhanced hygiene by washing hands often and
wiping down phones, cell phones, desks, tables, door knofise pots, copiers,
printers anywhere many people touch a common surfabare guidance on
disinfecting practices that will be used within the department.
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Symptoms:

Maine Department of Transportation

Provide employee with information througharing CDC information viamail,
postings and safety meetings on the type of symptoms to look for that may
indicate potentiaCOVID-19 virus and what employees should do if they suspect
they, or a family member, have the virus. Supervisors are to ask employees who
are calling in &k if their absence is related to t6®©VID-19 virus.
https://www.cdc.gov/coronavirus/204ov/about/symptoms.html

SanitizatiorandHygiene

Ensure critical commoareas (bathroom, breakroom) are disinfected twice per

day. All doorknobs, door push bars and stair rails are disinfected at beginning and
endi ng of dimietkersieanng af compuiers and other commonly
shared items, such as pens, phones, trat dems. Clean break area items such

as microwave handles, coffee and vending machine buttons, and remove
magazines from tableRemove trash using appropriate Personal Protective
Equipmentldentify and procure materials to disinfect with.

https://www.cdc.gov/coronavirus/204fov/community/organizations/cleaning
disinfection.html

Social Distancing Strategies:

Social distancing measures aakédn to restrict when and where people can gather
to stop or slow the spread of infectious diseases. Social distancing measures
include limiting large groups of people coming together, closing buildings
teleworkingand canceling eventsSStrategies needtbe developed for protocols
allowing nonremployees intduilding and limiting their movement. It also is
developing staggered work schedules for emplay®es phased approach
application below.

After Exposure

Employees who test positive for ti®©VID-19 virus would be required to stay at
home or at a healthcare facility until a doctor provides MaineDOT documentation
the person is disease free and may return to regular duty. Employee who have
immediate family mmbers test positive faZOVID-19 will need to work from

home, if possible, or stay out of work for 14 days.

https://www.cdc.gov/coronavirus/204ov/hcp/qguidancerevenispread.html
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MaineDOT Headquarterdotification ProcesgAugust 27, 2020)

In the event of an employee who has been within the MaineDOT headquarters building develops
symptoms and/or tests positive for COVID, the followingnotification process should occur:

Please note, it is imperative that the employee feel comfortable with whomever they are
communicating with. They need only contact one person, and the rest will be handled by staff.

They are also under no legal obliga to share medical information of this nature with their

employer, only that they are symptomatic or have gone for testing. Any information shared
about symptoms should be shared willingly and
name to betsared with any other individual(s) beyond the supervisor, HR and Bureau/Office

Director and Executive Office staff.

1 Employee to notify direct supervisor or head of Human Resources, Beth Getchell

1 Direct supervisor to notify Bureau or Office director anddcef Human Resources if not
already notified.

Questions to ask employee:
1. Have they been tested, and if so, on what date? If not, do they plan to get tested?

2. If yes to testing, ask to please share the results once obtained.

3. If not a confirmed positivpending test results, etc.), and if they are willing to
share, what are their symptoms?

4. Within the last 14 days, who, if anyone, were they in contact with at MaineDOT?

5. Within the last 14 days, who, if anyone, were they in close contact with at
MaineDOT, efined as more than 15 minutes, closer than 6 feet.

6. Was a mask worn by both parties?

Based on the answers to this question, a determination will be made by HR as to the next
steps and level of cleaning required, if any.

91 Bureau or Office Director taotify Deputy Commissioner, Nina Fisher

1 Deputy Commissioner to notify Commissioner, Chief Engineer, Chief Operating Officer,
and Public Information Officer
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If an office closure and/or cleaning is required:
1 Deputy Commissioner or Legislative Liaison toio€COS and Policy Advisor in the
Governoro6s Office

1 HR Director to notify DAFS HR

1 HR Director to notify by phone any employees that may have been identified as having
contact or close contact with the employee

1 Bureau and Office Directors are to notifyyampacted (by closures of an area, the need
to telework or not come in, etc.) employees by phone.

1 Email to be sent to all Child Street Facility email distribution list by Commissioner or
Deputy Commissioner outlining the closure, protocol and next steps.

If a negative test result:
1 Employee to share results with supervisor

91 Supervisor to notify Bureau/Office Director and head of HR
1 Bureau or Office Director to notify Deputy Commissioner
1

Deputy Commissioner to notify Commissioner, Chief Engineer, Chiefa@ipg Officer,
and Public Information Officer

1 HR Director to followup, by phone, with employees contacted previously to let them
know there is no cause for concern

1 Email to be sent to all Child Street Facility email distribution list by Commissioner or
Deputy Commi ssioner outlining that there i

1 Deputy Commissioner or Legislative Liaison to notify COS and Policy Advisor in the
Governoros Office

1 HR Director to notify DAFS HR

If a positive test result:
1 Employee to share results with supervisor

1 Supervisor to notify Bureau/Office Director and head of HR
1 Bureau or Office Director to notify Deputy Commissioner
1

Deputy Commissioner to notify Commissioner, Chief Engineer, Chief Operating Officer,
and Public Iformation Officer
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1 HR Director to notify by phone any employees that may have been identified as having
contact or close contact with the employee

1 Deputy Commissioner or Legislative Liaison to notify COS and Policy Advisor in the
Governoro6s Office

1 HR Diredor to notify DAFS HR

MaineDOM Bhased- Approach for Planning and Response

Phasel: Preparation and PreventigNo confirmed cases in Maine)

SpecifiActions to take:

>\

Review CDC informatiorior any changes in recommendatiplisks can be found on
MaineDOT Intranet website.

A Develop plan to interact with the public coming into the building

A Identify and procure materials to have on hand for disinfecting

A Develop guidance on disinfecting protocols

A Practice disinfecting protocols

A Review Social Distancing Strategies

A Update contact lists.

A Make sure computer access works, necessary software is downloaded, software use
instructions are easy to find.

A Review conference call instruction to ensure systefwsiilks and other methods
such as Skyp&Zoomand Microsoft Teams

A Identify critical jobs and who are the primary contacts with a backup identified.

A Review business processand identify the different stefEvaluate how best to work
remotely.

A Develop pla to handle incoming and outgoing mail. Will need to address ways for
people working remotely to receive mail.

A Review contracts for good and services

A Identify contingency plans if work force drofusthe point_evels of Service cannot
be met.

A Review buildng access levels so people may work staggered shifts.

A Review the SDS on cleaning products to avoid undo human risk and chemical
reactions.

Spedic Actions/Details
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0 Head Quarters Building

A
A
A
A

Ensure proximity door assists averking

Employees have appropriate security status to access building after hours
Review cleaning contract and ensure enough supplies are on hand.
Develop list of employees who caelework

o Ferry Service

A
A

Develop plan tanteract with the public coming into the buildiagd on boats
Review staffing plans and minimum operatigin®duced work force due to illness.

o Region Central Offices

A
A
A
A

A

Develop plan to interact with the public coming into the building
Develop plans focamps dealing with health monitoring and disinfecting.
Create priority plan for emergencies with limited work force.

Review cleaning material status for office and camps

Develop list of employees who caelework

0 Region Camps/Facilities

A
A
A

Review and critiqu@lans for health monitoring and disinfecting
Identify how to engage the public safely.
Develop plan for single user for each vehicle/equipment.

0 C}entral Fleet

> > > > >

T

Review parts and material ordering.

Review service contracts

Develop protocols for employees tiean and disinfect industrial space
Identify backup business that could helph shortages.

isitor Information Centers

Develop plan to interact with the public coming into the building

o People entering the facility shall be provided information on virus.
A Use posters to remind people of health practices

Develop strategy to close facility if not able to be maintained

o Moveable Bridges

A
A
A

Contractors will be asked to follow their cleaning and disinfecting schedules.
Identify and train backup DOpersonnel to operatéasco Bay Bdge.
ReviewCasco Bay Bridgédetour plans and equipment necessary to implement if
need to leave bridge open for marine traffic

A All preventable maintenancepgrformed
0 Highway Maintenance & Production Support

> >

Identify critical business operations

Identify contingency plans to meet these operation needs

Create contingency plan for the Striping and Stenciling, along with Sign Shop and
Interstate Sign crews.

Create contingency pleor Pug Mill

Develop list of employees who caelework
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o Bridge Maintenance

A Evaluate remote operations with staff

A Develop communications plan with in the field staff to ensure coordination
0 Bureau of Planning

A Develop list of essential employees

A Develop list of essential tasks

A Develop plan for meetings

A Develop list of employees who c@ielework
0 Human Resources

A Develop list of essential employees

A Develop list of essential tasks

A Develop plan for meetings

A Develop list of employees who ca@elework
o Finance and Administration

A Develop list of essential employees

A Develop list of essential tasks

A Develop plan for meetings

A Develop list of employees who ca@ielework
0 Bureau of Project Development

A Develop list of esantial employees

A Develop list of essential tasks

A Develop plan for meetings

A Develop list of employees who ca@elework

Decision to move to Phase 2 will be made blye Commissioner

Phase2: Confirmed cags)in Maire community obecause oEommunity transmission
restrictions(Current)

Actions to take:

A Cancel all noressential out of state travel
A Reschedule or cancel meetings, ¢gegatherings more thdi® (10) people
A Visits and walkins should beontrolled to allow for:

0 Screening visitors for symptoms of acute respiratory illness before entering the
building.

o Facilities should provide instruction, before visitors enter, on hand hygiene,
limiting surfaces touched, and use of personal protective equipmentgBPE)
currentfacility policy while in thebuilding.

A Visitors should be instructed to limit their movement within the facility.
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A Consider the use of flexible schedules and work sites

A Actively encourage sick employees to stay home. Encourage the employee to seek
medical teatment.

A Allow flexibility for employees to stay home to care for sick family members.

A Disinfect sick employeeds work space & coO

A Conduct necessary meetings via conference calls.

A Utilize email to communicate between coworkers. Mfiizie visiting individuals at
their deskTry to stay six feet from individuals.

A Reviewcleaning materiaihventory

A Ensure employees have relevant informatiolC@VID-19:
0 Links can be found on MaineDOT Intranet website.

A Clean/disinfect daily all frequently touched surfaces in the workplace such as;
workstations, countertops, doorknobs, toilet and sink handles and remote controls.

A Work with housekeeping contractor to ensure frequency and strategy of disinfectant
cleaning § appropriate.

A Provide alcohebased hand sanitizer in all common areas, and personal size for
individual use, to the extent practical.

A COVID-19 is highly susceptible to hand washing; encourage employees to wash

hands frequently with soap and water foleaist 20 seconds, especially after using

the bathroom, before eating, after blowing your nose, coughing, sneezing, or touching
your face. Always wash hands with soap and water if hands are visibly dirty, as
opposed to using hand sanitizer.

A Encourage emplees to avoid touching eyes, nose, mouth, and face. Cover cough or
sneeze with tissue, then throw tissue in the trash.
A Encourage employees to limit the sharing of any personal items such as; pencils,
pens, phones, etc.
A Review all guidance and protocolsdamake necessary changes based meon
guidanceor directionfrom CDC Governor d6s Office, Commiss
Spedic Actions/Details

0 Head Quarters Building

A Provide guidance to what work should be prioritized

A Provide communication temployees on how things are going.

A Review conditions of common surfaces

A Provide point contact if employee has concerns or ideas on how to improve things
o Ferry Service

A Review stafing and critical trips

A Identify ways of creating social distancing betwesswcand public

A Post guidance on creating safe separation betareanand public
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o0 Region Central Offices

A
A
A

Identify work priorities if not enough workers
Test remote working for various business processes
Communicate with crews on what is happening in tegi& and across the state

o Region Camps/Facilities

A
A
A

Evaluate work priorities with limited crew
Implement single user per vehicle/equipment
Make sure they have materials and supplies on hand.

o Central Fleet

A
A
A

Keep open lines of communication with vendors toarsthind anglowdowns
Share information about status during this event
Review inventories and plan accordingly

o Visitor Information Centers

A
A

Information posters explaining emergency protocols
Talk with staff to see if they feel adequately prepared

o Moveable Bridges

A
A

Practice social distancing.
Cleaning materials delivered and utilized

o Highway Maintenance & Production Support

A
A

Test remote access
Identify any issues with crews or pug mill

o Bridge Maintenance

A
A

Continue staying out in the field
Utilize videoconference for weekly meetings

Decision to move to Phase 3 will be made by Commissioner Van Note

Phase3: Gonfirmed casés)in a MaineDOTacility

Actions to Take

D> D> D>

Review Maine CDC guidance

Management may ask employees with flu Eyenptoms to go home.

Employees should contact their supervisor before arriving to work to receive any
updates and or share their health condition.

The department should send out daily updates and reminders.

Revise posters to reflect any changes fronQbB€E.

Use social distancing practices to limit spread of virus.

Clean and disinfect areas repeatedly.

Employee outage needs to be communicated daily to management

Keep the Public Information Officer appraised of changing situations, conditions
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SpecifiActions to take:

0 Head QuartersBuilding
A Implement building screening protocols
A Evaluate practices to ensure compliance to protocols
A Modify protocols based on new guidance
o Ferry Service
A Create social distancing between employees
A Implement critical staffing ahoperations plan
0 RegionCentral Offices
A Notify Headquarters to the location and number of employees out of work.
A Develop a staggered work plan for employees that need to be in the birildase
there is a need.
0 Region CampégFacilities
A Notify Region of employees out due to illness.
A Sanitize vehicles operated by sick individuab not use for 24durs after cleaning.
A Having one person per vehiguipmenhelpsreduce contamination
o Central Fleet
A Prioritize work at facility
A Utilize contractors and other vendors
o Visitor Information Centers
A Evaluate cleaning and determine if needs to be closed
A Implement closing protocols if needed
o0 Moveable Bridges
A Isolate bridges that have confirmed caseS8©WID-19. Fax or scan necessary
paperwork ad documents, establish location outside of camp quarters for deliveries.
A Set up detour around Casco Bay Bridge and leave bridge open for marine traffic
o Highway Maintenance & Production Support
A Critical business operations will be performedotely
o Bridge Maintenance
A Evaluate staffing and make necessary changes to work to be performed to meet goals
and objectives.
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COVIEL9 EsentiaWork ExposureControl Flan

Purpose & Scope

Due to the nature of the aMeangempldyersidé equivedfork, cl o
essential work. Many MaineDOT employees have the potential for occupational exposure to
COVID-19. MaineDOT is attempting to reduce that exposure by implementation of this plan

when soci al di st anwipnge)( dats logadts nd& bmeati md ean npe
guidance to MaineDOT for maintaining essential functions, services, and safety during the

COVID-19 pandemic. Those involved with inspection activities will follow@mmstruction

Project Safety GuidelinesRelated to the Effects of the COVIDB19 Virus available in the
Departmentés Continuity of Operations Pl an.

Definitions

CDC Centers of Disease Control and Prevention

Close Proximity: Within six feet or less of another person.

Essential Work: Work required to maintain a safe work environment, safe
infrastructure of roads and bridges, and maintenance and
facilitation of safety practices and procedures that are
established to protect employees (i.e., work or repairs that
have time constraints arpotential to have major negative
impact on the traveling public, or work that poses specific
safety implications to an individual employee for example
team lifts and etc.)

Exposed (Close Contact): Exposed means one or more of the following:

1. Caring fa a person who has tested positive for

COVID -19.

2. Being within 6 feet of an infected person for a

cumulative total of 15 minutes or more over alir

period.

3. Coming in direct contact with secretions from a person

that has tested positive for COUD® (they sneeze cough

or somehow got respiratory droplets on you), while that

person was symptomatic.

4. You had direct physical contact with the person with
COVID-19 (hugged or kissed them).

5. You shared eating or drinking utensils with a person
with COVID-19.
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COVID-19 Symptoms People with COVIB19 have had a wide range of
symptoms reported ranging from mild symptoms to severe
illness. Symptoms may appeafl2 days after exposure to
the virus. People with these symptoms may have COVID
19: (The following listdoes not include all possible
symptoms). The CDContinues to update this list

Fever or chills

Cough

Shortness of breath or difficulty breathing

Fatigue

Muscle or body aches

Headache

New loss of taste or smell

Sore throat

Congestion or runny nose

Nausea or @miting

Diarrhea

=A =4 =4 -4 -4 -4 4 -8 -8 - A8

For changes and a list of up to date symptoms visit the
CDC website below:
https://www.cdc.gov/coronavirus/2019ncov/symptoms
testing/symptoms.htmi

Public Settings Defined as per the November 4, 2020, Executive Order
Section B(1)(d), Portions of municipal, county, state, and
private buildings and grounds that are typically accessible
to the public, including parking lots, walkways, lobbies,
waiting ar@s, elevators, service desks, and related
hallways. For the purpose of this section, government
buildings and grounds include those privately owned and
leased for government use.

See the full executive order of 11/4/2020, at the link below:
https://www.maine.gov/governor/mills/sites/maine.gov.govern
or.mills/files/inline-
files/An%200rder%20t0%20Revise%20Indo@F&Ethering%20
Limits%2C%20Strengthen%20Face%20Covering%20Requiremen
ts%20and%20Delegate%20Certain%20Authority.pdf
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Responsibilities

Directors/Region and Area Managers will:

1 have overall responsibility for the implementation of this planrastticting the use to it
to essential/emergent jobs/tasks that cannot be deferred.

1 know the Plan and be prepared to answer related questions.

1 hold subordinate employees responsible for following and abiding by this plan.

Superintendents/Managers will:

1 hawe responsibility to identify essential tasks to be performed under this plan.

1 know the Plan and be prepared to answer related questions.

1 hold subordinate employees responsible for following and abiding by this plan.

Transportation Operations Manager (TOM)/Other Managers will:

1 have primary responsibility for correct application of this plan for tasks in the field.

1 ensure employees are trained in the requirements of this plan.

1 notify the Director of Health & Safety of any changes in controls, environmegmboess
that would necessitate-evaluation of this plan.

1 hold subordinate employees responsible for following and abiding by this plan.

TCSs, TCLs, Other Supervisors, and Occupational Safety Specialist will:

1 be responsible for implementing the Plan.

1 immediately contact the Regional Manager, Director of Human Resources and/or the
Director of Maintenance & Operations regarding any employee notice of positive
symptoms related to COVHD9.

1 incorporate site specific procedures related to the Plan into h®afety Analysis.

provide initial training related to the Plan to all employees (existing and new).

= =

COVID_19 occurring in their respective areas.
1 hold subordinate employees responsible for following and abiding by this plan.
Director of Occupational Health & Safety will:

complete investigation, documentation, and first reports of illness for suspected cases of

1 have primary responsibility for establishment, implementation and maintenance of the

Plan.

1 perform a periodic review and revise tharPith employee input as necessary to ensure

that employees are protected from associated hazards.
Director of Human Resources will:

1 along with the Regional Manager and the Director of Maintenance & Operations provide

guidance to supervisopersonnel who have identified an employee with potential
symptoms of COVIB19

1 will communicate with the CDC any suspected COMI®for advice on steps to take to
handle the situation

1 will communicate the status of any suspected or confirmed C&@Ibase(s
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Employees wilt
1 stay home if symptoms of COVHDO are experienced, as recommended by the CDC.
1 notify their supervisor and stay home if they are sick or have a known exposure to
COVID-19.
1 selfisolate away from others and notify their TCS/TCL if theyalep symptoms of
COVID-19 while at work.
take steps to protect themselves from acquiring COIADRefer to CDC guidelines.
1 frequently wash their hands with soap and running water for at least 20 seconds. When
soap and water are unavailable, use an apiptepmlcoholbased hand rub.
1 avoid touching their eyes, nose, or mouth with unwashed hands.
1 follow appropriate respiratory etiquette, which includes covering coughs and
sheezes.
1 do not share utensils, cups, water bottles or food.
1 clean up aftethemselves.
1 avoid exposure (close contact) with people that are sick and practice social distancing.

=

Determining Exposure Potential:

The virus is thought to spread mainly between people who are in close contact with one another
(approximately &eet) thraigh respiratory droplets produced when an infected person speaks,

coughs, or sneezes. It has also been reported that infection with €X3\da&n occur by

touching a contaminated surface or object the

Common tasks #it present the potential for an occupational exposure without regard of the use
of personal protective equipment include, but are not limited to the following:
| sharing of tools and equipment among employees (i.e., hand tools, vehicles and/or
machinery).
| handling waste for disposal.
| cleaning/disinfecting tasks
| performing tasks near and with other persons (witkiee)
The following is not intended to be an-aitlusive list.
o Installing joint seals
UBIT Bridge Inspection (fracture critical
Finishing concrete
Mixing patch material
Carpentry tasks (i.e., form work, etc.)
Furniture Building
Team lifting heavy objects
Changing cutting edges on plows and wings/buckets/moldboards
0 Hooking/unhooking plows and wings to head gear

O O OO0 oo
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Chipper feeding and safety bar tending

Changing drill bits

Adding drill casing

Hoisting drill casings

Stencil crew operations

Heavy vehicle service requiring two mechanics (i.e., Replacing springs)

O OO O O O

Taking samples

Providing first responder activities inclng first aid and CPR.
Plumbing & HVAC work

Other

O O OO

Engineering Controlsi

| Barriersi Erect barriers between employees and others whenever possible.
| VentilationT Increase ventilation as possible.

Administrative Controls i

1 SelfScreen for Symptoms of COVID19:

Prior to reporting to work employees will saiéreen for COVIP19 symptoms. Understanding
that the Centers for Disease Control (CDC) is continually learning and sharing more about
COVID-19 symptoms, the following & link to the CDC website regarding the current
associated symptoms:

https://www.cdc.gov/coronavirus/2019ncov/symptomstesting/symptoms.html

| Stay home!

o Employees who are feeling ill or experiencing symptoms of CG1Ahould
stay home! Employees should contact their supervisor and are encouraged to seek
medical evaluation.

o Employees who become ill or begin to experience signs and symptoms at work
shoud be isolated from others and the Regional Manager, Director of Human
Resources and/or the Director of Maintenance & Operations should be called for
guidance.

A Employees who are sent home will be encouraged to seek medical
evaluation.
i Calling the medicaprovider first, before showing up is
recommended.
1 Return to work will follow CDC guidelines and will be managed
by The Director of Human Resources.
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1 Hand Washing
All employees are strongly encouraged to wash their hands often with soap and water for at least
20 seconds. When soap and water are unavailable, alcadedl hand sanitizer should be used.

1 Other:

o Hold meetings via teleconference whenever possiblgglison meetings should be held
outdoors when possible, participants shal/l
covering. S e MairieDOT COVID19 Office Building Use Protocols and Best
Practiceé f or i n person conference room meeti ng

o Clean and sanitize common tools and equipment. Including wiping down controls, seats,
handles and other common surfaces in vehicles and heavy equipment.

o Limit visitors to the worksite to only those necessary persons. Make all visitors aware of

this plan angrescreen each individual daily.

Avoid handshaking and other physical social greetings.

Avoid touching your eyes, nose, or mouth with unwashed hands.

Follow respiratory etiquette, including covering coughs and sneezes.

Do not use coolers to provide watdemployees should bring their own water in

individual containers.

Do not share utensils, cups, water bottles, food, cell phones, etc.

o Each employee will clean up after themselves including the proper disposal of drink
containers, food wrappings, dispokaPPE, and etc. Maintaining good hygiene and work
site housekeeping is required.

0 Breaks, including lunch, are strongly encouraged to be taken diudigiduals are
encouraged to use their personal vehicles to take bréakguations where personal
vehicles wondét be used, i ncr e dsesodequipment anci n
bays to increase distancing between people and erecting physical barriers in breakrooms
to provide individual space to break may be required.

o Bring your lunch and snés to reduce daily contact at stores.

0 Avoid exposure (close contact) with people that are sick and practice social distancing
outside of work

o Limit employees from traveling to and entering DOT facilities other than the facility they
are assigned to

o Vehicle equipment, mail, parts & supply picips & dropoffs to be conducted outside
when possible, otherwise, each facility must have a designated area or drop box that
allows for social distancing

O O O O

o

Personal Protective Equipment (PPE}

When employees are working with other employees the following PPE will be worn at
minimum:
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| Any specifically required PPE (i.e., hardhat, safety glasses, ANSI Class 3 high visibility
vest, and safety toe footwear).
| Any specific task related PPE

| Face mask or face covering that covers the nose and mouth (employees, with respiratory
clearance and previous fit test, may choose to wear an appropriate respirator)
| Gloves

PPE must not be shared unless appropriately decardtedibetween users. See manufacturer
recommendations for cleaning and sanitizing.

Responding to a Confirmed/Suspected Case of COVHDO

If a confirmed case of COVI9 is communicated to the Department, refer to Appendix K of
the MaineDOT Continuity otOperations Plan located at the following electronic file location:

RARegion®M&O\Publia$CommonrMO\ Continuity_of Operation<COVID_1%Plan

Bureau of Labor Standards (BLS)/Incident Reporting

[I. COVID-19 can be a BLS reportable illness ifemployee is infected as a result of an
event or exposure in the work environment. The Director of Human Resources shall be
consulted regarding BLS reportability.

lll. Supervisors should document the incident on a First Report.

[II. Identification of needed correee actions: What measures will be put into place
to prevent further spreading of the virus.

a. clean and sanitize the work area(s) and/or tools (hand and power)
b. reinforce the CDC guidelines for prevention

Cleaning and Disinfecting Tools/Equipment/Surfaces

|  Wash hands or use a hand sanitizer before and after use to help prevent contamination.
Cleaning of visibly soiled hands with soap and water is recommended before use of hand
sanitizers.

| Wear PPE (gloveappropriate for the task) when handling tools

| Clean tools with mild soap and a clean damp cloth, as needed to remove visible dirt prior
to disinfecting.

| Disinfect commonly touched surfaces before the start of and at the end of the workday,
and betweenpmerators/users.
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CLEANING & Disinfecting OPTIONS:

1. Bleach and water solution:
a. Mix 5 tablespoons (1/3rd cup) bleach per gallon of water; or
b. Mix 4 teaspoons bleach per quart of water
c. Never mix bleach with other cleaners/chemicals (i.eemmmonia).
2. Sanitizing wipes, as available.
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Appendix A

Bureau and Office Specific Plans

Bridge Maintenance
Continuity of Operations Plan

Operations During Quarantine Period

T AMostodo in the foll owing exaeptioneftLisa Hoghesn s

ent i

1 Most Bridge Maintenance personnel are equipped with laptops with ability to access the

State of Maine firewall and work from home

1 Most Bridge Maintenance staff are trained bridge inspectors and can pair up to inspect

bridgesand/or ancillary structures
All bridge Maintenance staff have cell phones and are accessible
Lisa can accompany bridge inspections

o This would good experience furthering bridge knowledge

= =
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Creative Services
Continuity of Operations Plan

3/17/2020
Essential functions during teleworking

Photography, videography, equipment, Zoom meetings:

Mike Colec 207-592-4539¢ michael.cole@maine.gdhas remote network access)

Adam Grottonc adam.grotton@maine.gov

Graphic design:

Melissa Zelenkewictmelissa.zelenkewich@maine.gov

Website:

Eric Buckhalteg eric.buckhalter@maine.gaofhas remote network access)

Paul Merrill and Nina Fisher also have website update login credentials.

Press inquiries and any other Creative Services needs:

Paul Merrillg 207-215-9297 ¢ paul.merrill@maine.goghas remote network access)

The library and Repro will remain open and staffed as long as state government remains open.

*Any one of our staffers can get to the office within onleour of being called in.**
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Environmental Office
Continuity of Operations Plan

3/18/2020

Essential functions during teleworking

All Environmental Office staff have zoom and skype for business capabilities. They can also be
reached via cell phorend email.

Any Needs/Issues Can Be Directed To
David Gardne207-592-24711 david.gardner@maine.gdin office)

NEPA, Coordination and Permits Division
Kristen Chamberlaiin 207-557-5089- kristen.chamberlain@maine.g@eleworking)

Except for construction inspection, all the work described below caorbpleted remotely
using Skype for Business, Zoom, CGialnumbers and email.

Julie Senk, the Historic & Cultural Coordinator, performs duties and functions that are unique. In
the event of a prolonged absence, we have the ability to use consultaathficdl tasks and

the Manager (Kristen Chamberlain) and ENV Office Director (David Gardner) can keep things
moving.

Otherwise, individuals each have their own duties and programs but are able to cover each other
in the event of staff illness/absenceo8kl the state and federal agencies we rely on close or
have limited capacity, it will affect production schedules.

1. Permit application preparation and submittal. State and federal permit agencies continue
to operate. It will be important to continueocdination and submittals to keep projects on
schedule.

2. Environmental Contract Packages for PSE/ADV

3. Coordination with BPD & M&O Teams (design input, coach point and team meetings,
PDR and plan review and distribution).

4, Coordination with ENV biadgists, hydrogeologists, engineers to complete project
assessments and consultations on schedule.

5. Completion of Categorical Exclusions (NEPA).
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6. ENV Regional Coordinators provide construction support for Region BPD staff and
M&O. This work is essentido ensuring that MaineDOT completes projects in accordance with
permits and environmental consultations.

7. Respond to requests from ENV Construction staff for support and permit modifications
as needed.

8. Work plan candidate screening

0. Prepare inforration on status of Environmental Reviews and processes for Federal Grant

applications (Waterville Ticonic, Group of six bridges)

10. In addition to regular projects, these major projects currently require special CAP
attention and coordination as statédee:

Tiger Grants: Milo, T3, Mattawamkeag (106, 4f, Section 7, NEPA and permitting)
BUILD: Intersections/Signal (106/NEPA)

Waterville Downtown (City owes Julie information to complete 106, but have
eliminated elements that were going to be an advéieset enaking schedule

more achievable assuming we get final plan details and everything keeps moving
as planned).

INFRA: Madawaska (coordination with NBDTI on ENV process, US Permit
applications, dredge disposal coordination)

Frank J. WoodCoordinationwith Brookfield

11. Non-production items: BPD Training, NEPA Training, Purpose & Need development
conversation, support activities for Maine Climate Council Transportation Working Group,
support activities for Pilot Project Solar in the Highway ROW.

Natural Resources Division
Eric Hami 207-2157356- eric.ham@maine.gofteleworking)

The Natural Resources Division conducts project development field work to collect
environmental data. Data consists of wetlands, vernal pools (current season and time sensitive),
streams, bank full width, and endangered species and wildlife assessments. Data needs to be
processed and entered into ProjEx and MicroStation.

The Divisionwill continue to conduct field work to maintain production schedules and can
process data via teleworking.
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Groundwater and Hazardous Waste Division (GHWD)
Dwight Doughtyi 207-592-24711 dwight.doughty@maie.gov(teleworking)

GHWD collects pre construction well samples, investigates and processes well claims, oversees
installation of wells, and does assessments for hazardous waste. Periodically GHWD responds to
unforeseen issues that often require a timetponse.ssues such as spills, unanticipated
contamination on construction projects or potable water concerns typically require prompt
attention.

Most work is field work or can be done remotely.

Preconstruction well sampling is suspended until &rrtiotice.

Hydrology Division
Charlie Hebsoii 207-557-10521 charles.hebson@maine.gieleworking)

Processing of requests from Project Development and Maintenance for hydrology, working on
fish passage design, and stormwater assessments continue in order to meet production schedules.
This process can be done remotely.

Ryan and Val are in the field on construction sites for environmental requirement support. They
will continue to be in the fiel.

Contracts/Agreements/Invoicing
Katy Stebbing 207-592-4631- kathryn.stebbins@maine.g¢teleworking)
David Gardnei 207-592-2471i david.gardner@maingov (in office)

The Environmental Office processes invoices with Katy and Melanie Littldflelkey. Katy
can conduct her process remotely and David will be in the office to handle-aoyse
requirements.

Climate Working Groups

Taylor LaBrecqué 207-441-7696i1 taylor.s.labrecque@maine.(teleworking)
David Gardne207-592-2471i david.gardner@maine.gdin office)

Kristen Chambedini 207-557-5089- kristen.chamberlain@maine.g@eleworking)

Env staff will continue to assist working groups in ordemiet Climate Council deadlines.
Much of this can be done remotely via skype, zoom, and other virtual formats.
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Ferry Service

Continuity of Operations Plan
General Policy
wEnsure small hand sanitizers are available to employees as requested.
w { dzhdalthand sanitizer, large hand sanitizers and spray bottles, and other disinfectant
cleaners to each terminal and vessel.
w 9yadaNB fIFNBS alyAiAal SNRna O2yidl AySNI FNB LX I OSR
wvessel crews are instructed to clean vesseloimeeach scheduled departure; this includes wiping
down tables and seats, scrubbing bathroom sinks and faucets, and generally cleaning all surfaces
with a disinfectant cleaner.
w ¢KS ONB¢g akKz2dzZ R Oft SIy 02YY2y SldALIYSYyd FyR G2
w ¢ S NNTKKkEtCbunters, bathrooms, breakrooms, and other common areas daily in the
terminals.
w [AYAQ GKS AKFNAY3 2F LISNER2YFf AdSyao
w WSPASE (KS a-8yandit WSFSEantinuity Plans with all MSFS employees.
@ | LRIFGS SYLX 2 & 8rSureQtgsyhipimarion is réaéllyl availdblg to supervisors.
w 9yadaNB SyLX2e8S5SSa KIFI@S | O2yidl OG LISNm2Yy (2 LKAO

After Exposure
W b20ATFe &2dzNJ &dzLJS NIA & 2 Mle gykBofs @ If 4 fanfilyn@mbey a A O
has theflu. The supervisor contacts the MSFS Managers Office in Rockland and activates the
Continuity Plan.

w ¢K2NRdJAKfe&e OftSlIy (KS a
w [/ 2y0AydzS GK2NRdAKEe& Of

AO1 SyYLiz2eSSqa g2
Ssuse Ninyit Bas PeBs¥dy 2y I NB |
Passengers

w ¢K2aS 6K2 RNAOGS 2y (KS FTSNNEB Yle&e gtyd G2 adl e
passenger cabin should try to maintain a personal distance of six feet to avoid catching a respiratory
illness.
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03/10/2020

Terminal Staff

w ¢ KS ilautilige{integmittent, seasonal, and contractors to maintain service and work with

the USCG on reduced manning levels of line attendants.

w | GATATS GKS aK2NBaARS GSNXYAYIlf 6AGK GKS GSYLR
meet manning leels.

Crews
w b20iATFe (KS a{C{ alyl3aSNI2F I LkraarotsS ONBg SE
w b2GATe t2NI /IFLWIFIAY 6KSy @&2dz OFyy2iG YSSG &2 dzN

being out sick.

w ¢KS a{C{ alylF3aSNIFyR t2NI /I LIXFIAY ¢Aff N
w ¢CKSAA{E€YO2dzNy3AYy3 Ala adl¥F G2 adre 4 K
to canceled sailings, and a widespread outbreak could prompt Ferries to shift to an alternative
schedule, which would allow for combined crews and scaled back service

Continuity Steps:

1. Cancel leave and utilize the relief crew to fill in for sick crew members.

2. Call Intermittent position holders and use as many as possible for FTE positions.

3. Close upper deck on the MCS and utilize the OS positions fohtdmpson and Spear.

4. Multiple Crews sick: combine service from Rockland to various locations with a reduction in
vessels.

5. A reduction in service to utilize one crew if reliefs cannot be found.

6. For emergency or essential runs, work with Coastréteget authorization for runs with less
than full crews.

7. Contract Service.

Technology

w ¢KS alylFI3aSNE .daAaAySaa alyl3aISNE ¢SNXYAYIFE al yl 3
Engineer, Asst. Port Engineer and Port Captain should be issuechSOps]

w ClLad ¢NIO1l GKS 2yftAyS (GA01SiAy3a sA0GK GAOLSGES
of the box solution that large ferry services like NCDOT and Alaska marine Highway are already

utilizing.

For updates visitttps://www.maine.gov/dhhs/mecdc/infectious
disease/epi/airborne/coronavirus.shtml
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Reduced Maine State Ferry Service Schedule
in Response to COVID19
Daily Departures Effectidaturday, March 28, 2020

Vinalhaven
Depart Vinalhaven Depart Rockland
7:00am 7:00am
10:30am 10:30am
2:45pm 2:45pm
4:30pm 4:30pm

North Haven

Depart North Haven
7:30am
3:45pm

Islesboro
Depart Islesboro

7:30am* 8:00am*

8:30am
12:30pm
4:30pm

Swan's Island

Depart Swan's Island
6:45am

8:15am 9:00am**

3:45pm
Frenchboro

Depart Bass Harbor

9:00am*** 10:00am***

Matinicus- no schedule change

1/7/2021 9:18 AM

Depart Rockland
9:30am
5:15pm

Depart Lincolnville
*No 7:30/8am departures
Sundays

9:00am

1:00pm

5:00pm

Depart Bass Harbor

7:30am
**Departs at 11am Weds
& Thurs

4:30pm

Depart Frenchboro
***\Wednesday and
Thursday Only
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Hnance& Administration
Continuity of Operations Plan

Short term (week or two)

Karen currently has access and Greggld get access

Federal Billing, Josh and Kim could be set up to work remotely to process weekly billing and
authorizations for advertising

Financial ProcessinBoreen and Kathy could be set up to work remotely to make urgent payments
Audit¢ 3 employes currently have access to continue working

CPQODebbi, Steve, Gale and Tina could be set up to work remotely to keep contracts flowing
Phone Suppor¢ Heidi and Lori could be set up to work remotely for tech support

Support Servicesall work is in houseo remote is not an option for these 3 employees

Long term (over 2 weeks)

All of the above plus

Federal Billing, Tammy, Brenda and Darlyne could be set up to work remotely to process weekly billing,
authorizations for advertising, and project closesut

Financial ProcessimggThe five remaining staff, plus Karen and Sue for Ferry Service could be set up to
work remotely if necessary

CPQOThe 7 remaining staff could be set up to work remotely if necessary

Mike, Missy and Michelle could also be settapvork remotely if necessary

Things to think about
1 How would mail get to people long term?
1 Much of Ferry Service cash receipts and bills are still handled in paper form. How would those
get to where they need?
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Fleet Services
COVIBL9 MaineDORegional Continuity of Operations Plan

COVIBR19 MaineDOT Continuity of Operations Plan

MaineDOT Fleet Services: General Garage & Office Palpeyated 10/13/2020)

Employees are to read and follow guidance presented in this continuity of operationsiplan i
conjunction with the latest information & guidance available on C&W@Dwhich can be found in the
links below; Supervisors are to print & post for crews:

1
1
1
T

T

https://www.maine.gov/covid19/

https://www.maine.gov/dafs/covidl9
https://www.maine.gov/dhhs/mecdc/ifectiousdisease/epi/airborne/coronavirus.shtml
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/iime-
files/State%200f%20Maine%20Employee%20Guide%20C0OVID19%20%281%29 0.pdf
https://www.cdc.gov/coronavirus/201%cov/index.html

Sanitization and PPE

9 Identified Sanitization/Disinfectant Supplies & PPE Needed
0 Hand Sanitizer (70% alcohol content or higher)
Surface Disinfectant Wipes (70% alcohol content or higher)
Surface Disinfectant Spray (70% alcohol content or higher)
Disposable Gloves
Cloth Face Masks (N95be reserved for medical professionals & first
responders)
0 Plexiglass barriers (if available), when necessary to ensure compliance with CDC
IdZARFYOS F2NJ cQ a20Alf RAaAGFYOAYy3O®
1 Work with Inventory Management Provider, Mancon, to ensure ample cleaning ssppli
are onthand and distributed by priority, then evenly, until all orders are filled.
0 Identify Substitutes for hard to obtain supplies
A Get all substitutes approved by Health & Safety Director &'or OSS
1 Provide employees with disinfectant cleaning suppliesputinely clean frequently
touched surfaces in the workplace, and implement signage, in their work spaces and
common areas, reminding employees to sanitize surfaces before and after each use.
1 Work with contracted cleaning provider to ensure frequenoy atrategy of disinfectant
cleaning is adequate. (i.e. wiping down daily: door handles, railings, table tops, etc.)
o Example: Fleet HBervice Master Contract Increased to cleaning all high
touch surfaces:

o O O ©°
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s

smc-high-touch-gene

A ral-clean-final.pdf

1 Remind emplgees to refrain from sharing any personal items such as; pencils, pens,
keyboard, mice, phones, handheld radios, food, PPE, etc.

1 Work with yard crew or garage designee(s) to ensure frequency and strategy of
disinfectant cleaning is appropriate in industripace not covered by cleaning contract.

1 Provide Fleet Crew/Shop Employees with Disposable Gloves & Disinfectant Wipes and
encourage them to Disinfect (Before & After Touching) Frequently Touched Surfaces in
Shops and Vehicles/Equipment: Steering Whéd®r Handles, Keys, Controls,

Handheld Radios, etc.

9 Provide alcohebased hand sanitizer at main entrances, in all common areas, and
personal size for individual use.

1 Use signage to promote hand washing; encourage employees to wash hands frequently
with soap and water for at least 20 seconds, especially after using the bathroom, before,
during, & after preparing food, before eating, after blowing your nose, coughing,
sneezing, or touching your face, before and after caring for someone at home who is
sick.Always wash hands with soap and water if hands are visibly dirty or greasy, as
opposed to using hand sanitizer, which may not be as effective.

1 Remind employees to avoid touching eyes, nose, mouth, and face. Cover cough or
sneeze with tissue, thetlrow tissue in the trash.

1 Fuel Control: implement the use of disposable gloves and sanitizer at DOT fueling
stations. Prioritize locations with higher usage from outside entities.

Symptoms

1 Reported illnesses have ranged from mild symptoms to sevassdland death for
confirmed COVIRA9 cases. Symptoms include: Fever, cough, difficulty breathing, and
sore throat (in some patients). Symptoms may appea# 2lays after exposure.

o Encourage employees to have a reliable contact person in the event thely nee
to be transported home.
o0 Current list of symptoms can be found at the link below:
0 www.maine.gov/dhhs/mecdc/infectioudisease/eplairborne/coronavirus/index.shtml
Social Distancing Strategies

1 Remind employees to adhere to CDC guidance to prevent the spread of-C®VID
0 https://www.cdc.gov/coronaviru®019-ncov/about/stepswhensick.html
1 Encourage & Remind employees to avoid large group gatherings and maintain
approximately six feet from others when possible.

1 Encourage employees to refrain from shaking hands
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1 Encourage employees to limit egite meetirgs, support teleworking options
o State Government meetings with 10* or more people must be modified to one
of the following options: emailed, teleonferenced, postponed, or cancelled
(this should be extended to small meetings of less than 10 people wheoo
more of the attendees is considered highk¢ please use your discretion)
o *Updated guidance regarding-jperson gatherings can be found at:
A https://www.maine.gov/covid19/
1 Remind employees to avoid mtact with individuals who display symptoms of CGVID
19, to the extent possible.
1 Encourage employees to reconsider plans to use public transportation, or attend mass
gatherings such as; concerts, sporting events, etc.
1 Scrutinize authorizing conference maequests coming from individuals or groups that
R2y Qi 62N)] 6AGKAY GKIG FLOAtAGE®
1 Coordinate with Inventory Management Provider, Mancon, to leave deliveries outside
camps & email paperwork for signature
0 Parts Request Forms to be left at Window or Outditheicon Gate in DrofBox
05SLISYRAY3 2y 9 OK {201 NRr2YQa aSidzd
1 Coordinate vendor deliveries & pick ups to be conducted at door and have paperwork
sent electronically.
T {LI OS o6NBF]1 NRB2Y g O2yFSNByOS NR2Y aSraAy3
o Providedisinfectant spray, wipes, and hand sanitizer in common areas
o Face coverings are required in all common areas inside state government
facilities
o Face coverings are not required:
f 2A0KAY @2dzNJ 26y 62NJ] aLl OSz 6KSy ¢
 hdzidaARSZX dzyfskacing is DabR ® bentiddined RA
1 Only 1 person may ride* in or work on a state vehicle at a time. If necessary, for more
than 1-person, additional precautions to include, but not limited to:
o Poly barrier affixed with duct tape in crew cabs to sepafedat from back seat
¢ 1 driver in the front row and 1 passenger in the baok maximum
0 When available, rent CFM minivan for Fleet TCL Shuttle for employees to:
A Transport equipment to/from dealer/garage for repairs
A Drug/Alcohol Testing
o0 Face Coverings (eering both nose & mouth) to be worn when 2 or more
YSOKFYAOA FNB NBIdANBR G2 62N] 6AGKAY ¢
* As of 7/1/2020, Driver Trainers (and mentors) may ride in a vehicle with a driver when in compliance
with the attached protocols:
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=|

MaineDOT Driver
ﬂ Education Protocols €

=|

Driver Education
ﬂ Screening Checklist.d
*As of 9/2/2020,Two persons per vehicleRevised Executive Order and COV8Prevention Checklist
for Transportation have been published which will alloywe2sons per vehicle for worelated activities
under certain conditionsln accordance with the published guidance, the MaineDOT policy below was
developed, which is effective immediately.

=|

MaineDOT Work
ﬂ Related Vehicle Usag

After Exposure

Plan for Handling Sick Employees

1 Employees must review the seifonitoring daily checklist before reporting to work

Perform selfhealth check prior to leaving for workStay homeif you have had any of the following symptoms in
the past 48 hours, which are not explained by a knowmncontagious condition:

YdzaOt S 2NJ 62Re& |

ySg t2aa 2F Gl ad

a2NB GKNERIF

RALF NNKSI

Y6 dzaSlI 2NJ @2YAGAyYy3

O2y3SaidAzy 2N NHzyye y2as
Notify your supervisorif you are not reporting to the workplace and/or able to work;notify Human Resources
if you believe you are symptomatic, have been exposed to, are being tested, or have a diagnosis €fSC@wiD
notify your health care provide¥ 2 NJ T dzNIi K SNJ A y a & NUzO (i A 2cfiecker tdnlzaimake dzZNB K
decisions about seeking medical care, available here:

ggeggeeeeeeee
A
w
Py
O«
ey
w

https://www.cdc.gov/coronavirus/2019ncov/symptomstesting/coronavirusselfchecker.html

SUPERVISOR$efer symptomatic employees to Human Resources; and reach out to HR with questions.

1 Sick/Symptomatic Employees report to supervisor and stay home. Employees that

report to work with a fever will be sent home.
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1 Sick employees must be fever and symptom free for at least 24 hours, without the use
of feverreducing or other symptom altering medications, before returning to work.

1 Employee diagnosed with COVID or dire¢ contact with presumptive or confirmed
positive COVIR9 case, please stay home, notify your supervisor. Your PCP, MaineDOT
Human Resources & The Maine CDC can provide you with the latest guidelines.

o0 Be mindful: HIPAA Privacy Rule
A https://iwww.cdc.gov/phlp/publications/topic/hipaa.html

Plan for Handling Facility if Employee(s) Test(s) Positive for CQVYID

1 Contact Human Resources for the latest guidance from the Maine CDC.
Maine CDC ay recommend closing a specific office area (not necessarily a whole office or bujlding)
for cleaning, if an individual in that office area tests positive for CQ9ID
o During the closure, the area should be thoroughly cleaned according to US CDC guidance.

Employees who work in the same office area and are identified as close contacts of the affected
individual should selfjuarantine at home and observe for symptoms fdrdays.
o Close contacts are identified through an epidemiologic investigation and will be notified
that they need to go into quarantine.
o Those who develop symptoms during thatddy period may contact their health care
provider for medical advice.

After the closure, employees may return to work if they have no symptoms
NOTE: other offices/programs/divisions within the same office building need not close.

1 You can call Maine CDC for more information at 1-800-821-5821
9 Utilize Contracted COWD® Claning Service Provider (Servpro or other qualified,
contracted vendor) to Sanitize the Work Area and/or whole facility, depending on
determination of contamination area.
Staffing

Critical Employees able to perform duties through T&rk

1 Fleet Management: TCS & Above

f ' RYAYAAUNY GADS {0 FF-tetmRIghGIASTNDYS FO YALYE 26@955S3aXy (LA
TeleWork

9 Assess telavork readiness amongst essential/critical staff.
0 HighSped Internet Access
0 Desktop or Laptop with security to lag from home
0 Web-cams for computers without built in camera/microphone
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1 Consider the use of flexible worksites or field work resulting in little to no contact with
others.

o Explore best available resices if needing to relirect Vehicle & Equipment
Maintenance & Repairs to outside vendors or other MDOT Fleet Garages in the
event a shop is short staffed or quarantined.

1 Consider flexible work schedules for employees experiencing COVID related school and
childcare closures or schedule changes.

1 Consider flexible work sites for employees experiencing electricity and or internet
connection issues.

1 Conduct necessary meetings by phone or video conferencing.

Appendix A
MANCON Supply Chain Management Contingétian

For CoronavirusMaineDOT locations

MANCON will continue to provide services, to the fullest extent possible, subject to the many
unknowns:

1 Condition of MANCON employees

Condition of internet communications

Access to governmeffiacilities

Travel restrictions

Access to vendors, vendor readiness

Condition of USPS, UPS, Fed EX, freight line delivery services

al!b/ hb gAff YANNRN 6KS adlFrdiSQa 2LISNrGA2ya | a
closing down Augusta and opermatis are shifting to another site, MANCON will shift support
accordingly.

= =4 4 -5 2

Many of the contingencies below are outside of normal procedures, however MANCON is open
to alternate processes in these extreme circumstances

Contingency 1:All facilities closed,memergency declaration

MANCON assumes that this means there are no operations statewide and parts requests will
not be filled until facilities are reopened.
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However, if MaineDOT emergency personnel have access to the site, MANCON is available to
fill orders from stock or place vendor orders remotely to meet emergency requirements. The
majority of MaineDOT MANCON employees can work from home to support operations. Parts
requests may be scanned and emailed. Items in stock may be picked by designateD®@T&ine
supervisors or managers. Items available locally can be delivered by vendors (if available) or
picked up by designated MaineDOT supervisors or managers from the vendor in order to meet
the emergency need. Items not locally available can be orderddiativered via UPS or

freight company (if available / if allowed).

If MANCON personnel are needed on site to meet emergency requirements, MANCON can
support it.

Contingency 2:All facilities closed, emergency declaration, restricted travel

MANCON assumsdhat this means there are no operations statewide and parts requests will
not be filled until facilities are reopened.

Similar to Contingency 1, MANCON is available to fill orders from stock or place vendor orders
remotely to meet emergency requirementa.! b/ hb Ol y 3INI yid &aStSOd al A
permission to pick items from MANCON stock or ipkeceive vendor orders to fill

emergency requirements.

If MANCON employees are needed to access the site or make deliveries, MANCON services
wouldneedtobeRSa A3yl GSR aSaaSyiAiarté FyR 0SS Fff28SR

Contingency 3:A single site is closed, but employees, inventory, and vehicles are available

MANCON personnel may work from another site. Parts requests may be scanned and emailed.
MANCON will pick or soce and delivered to the ordering camp.

If Scarborough is closed, web orders will be picked from other sites or obtained through
vendors and delivered.

If multiple sites are closed, MANCON managers and MANCON Corporate Office will direct

support remotely. Employees may work from an open site. Employees with internet and

computers may work from home. Parts requests may be scanned and emailed. MANCON will
pick or source requested items and deliver to the ordering camp. MANCON can grant select
MaineDOT¥ LJ 28 S5SaQ LISNXYA&aarAzy (2 LA QffreckiieSeYidor TNR Y
orders to fill emergency requirements.

If USPS, UPS, FedEXx, and freight line delivery services are available, parts could be delivered
through these services.
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Contingencies 4 ah5: A single site is closed, but some employees are not available to provide
support.

These contingency responses are similar to those of Contingency 3. If employees are affected
08 UKS @ANMza> a! b/ hb YIylI3aSNRAR ¢ 5knbebds dujecftd SY LK
current conditions.

MANCON is willing to put special procedures in place to limit physical contact between
NBIjdzZSaG§SNR YR a! b/ hb LSNBR2YYStX I oAy GKFG LI
available orders can be picked up. sSTwill minimize person to person contact.

MANCON has a deep inventory of commonly used items, generally with a 2 month supply
minimum and 4month supply maximum. Additionally, MANCON has $30 million dollars in
inventory nationwide which can be vectored Maine to meet any inventory shortages, subject
to current conditions.

Housekeeping plan:

MANCON has implemented a housekeeping plan which includes disinfecting surfaces,
keyboards, phones, doorknobs, etc. several times a day.

Preventative hygiengaining:

MANCON has conducted preventative hygiene training which reminds employees of the
importance of housekeeping, frequent handwashing, to minimize close contact with others,
and the best way to cough/sneeze in order to minimize the spread of contarts.

MANCON has recommended that employees who are experiencing symptoms such as
respiratory illness, fever, and shortness of breath shouldgadirantine at home and not come
in to work.

al!b/ hb A& gAfftAy3a (2 | Ra2dza i equketans. LINRP OSaasSa

1/7/2021 9:18 AM Paged4 of 365



w
BT =

MaineDOT Maine Department of Transportation

Appendix B
MaineDOT Facility Contractors

™

Contractors to certify employeeds heal th
o0 COVID-19 exposure and/or symptoms must be reported immediately
to help the Department mitigate further exposure

A Accessing the building will be through the main entrance;

A Each contracted employee will have an assigned access card;

A Contractor to construct negative containment area with contractor access
only;

A The contractor will submit and adhere to work hours;

A Contract or and contracted employees will adh
distancing policies and will wear face coverings, that cover both nose &
mout h, when required work activity doesno

all common areas, including but not limited to: bathrooms, conference rooms
& break rooms

The attached form needs to be completaghch day before work begins

This form does not apply to long-term contracted employees that work in a DOT facility
every day (ie: inventory management services). These contracted employees will fall
under DOT employee protocols.

COVIB19 FORM
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Date: Employee Name (Print):

Subcontractor Company Name (if applicable):

Each Contracted Employee should fill out this questionnaire by circling yes or no to the questions below and deliver the completed
questionnaire to their onsite Supervisor.

1. Have you traveled outside the country in the past 14 days? Yes / No

If so, where?

2) Have you or any of your family members been in close contact* with anyone that has traveled to any of the high-risk countries
(China, Europe, Iran, Malaysia, South Korea, United Kingdom: England, Scotland, Wales, or Ireland) in the past 14 days? Yes / No

3) Have you or a family member been in contact* with a confirmed COVID-19 patient within the past 14 days? Yes / No

4) Have you been in contact* with a person who is currently being screened or under coronavirus quarantine? Yes / No
(if you answered Yes to this question also answer question 7 below)

5) Do you have a fever greater than 100.4° F? Yes / No

6) Are you experiencing any new respiratory issues in the past 14 days? Yes / No
i.e. Cough, Tightness in chest, Shortness of breath, etc.

* The term Acontacto in thebaeseagofwithiea 66rmri bedef imoeedvittas ance f or
someone that exhibits the symptoms in item 5 & 6 above.

Quarantine in general means the separation of a person or group of people reasonably believed to have been exposed to a
communicable disease but not yet symptomatic, from others who have not been so exposed, to prevent the possible spread of the
communicable disease. As we all work through this, please remember our moral and social responsibility to exercise caution.If you
answered Yes to any of the questions 2-6 please isolate yourself from other employees and make arrangements to go home for a
period of 14 days. It is recommended that you self-quarantine for 14 days and seek medical care. If you are showing symptoms after
the 14-day period or if your symptoms get worse please do not return to the project until you have been cleared by a medical
professional.

7. if Yes was answered from 4 above please answer the following:

a. The screening results of the person in #4 are still pending? Yes / No
(if No, answer 7b, if Yes, remain self-quarantined)

b. Are the screening results positive for COVID-19? Yes / No

(if Yes remain self-quarantined and seek medical screening, if No with no exposures as identified in questions 1-3, 5 & 6 above,
then return to work as available)lffyouanswer ed Yes to questions 2, 3, or 4 and have had

form, what was the date of that ficontacto?

| affirm that this information is correct and accurate as of this date.

Employee Signature:

This is an interim measure during this period as we try to help control the COVID-19 spread. This form should be completed daily
by each employee and direct subcontractors with the original maintained as part of the project file.
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HumanResource®ffice
COVID-19 Continuity of Operations Plan

Essential Work

Essential work will be dependent upon how wide spread the COVID-19 virus is and how
it will impact other units within the Organization that the Office Human Resources
support, such as Recruitment, Wellness, Safety, Labor Relations, FMLA/ADA as well as
Workforce Development through the FTC staff. These functions will be re-evaluated as
the situation progresses.

It will be critical for employees to be paid through payroll processing and Workers
Compensation both short term and long term.

1 Essential Personnel both short and long term for payroll and Workers
Compensation:
0 Soumia Tber
Rita McCollett
Jessica Hinckley
Susan Giegold
Matthew Higgins
Bonnie Gray

o OO 0O
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Maintenance & Operations

Highway Maintenance & Production Support
COVI9 MaineDOT Regional Continuity of Operations Plan (Ver. 0309)

Staffing
Critical Employees

1 The Highway Maintenance essential functions and point personnel are listed

below:
Business Function Point Person Backup
Unit Administration Brian Burne Cliff Curis
MATS Administration Jim Saban Tony Pelotte
M&O Contracts Gail ller Gary Pelletier
Striping Program Wayne Arsenault Dennis Robertson
Sign Shop/Interstate Sign Crg Kevin Pratt Robert Rooney
Vegetation Management Bob Moosmann Cliff Curtis
Snow &Ice Control Support | Chris Landry Ty Pooler
Pug Mill Operations Ty Pooler Chris Landry
State Property Damage Cliff Curtis Jim Saban
Permitting
Utility: | Brian Burne Rhonda Fletcher
Posted Roadg ClIiff Curtis Brian Burne
OBDS/Logo| SueMerriman Rhonda Fletcher
Telework:

Working remotely from a location having reliable higjpeed internet connectivity.

1 Highway Maintenance is currently in the process of updating our contact lists

for our employees and collecting the followimformation:
o Current contact information

Computer type (laptop/desktop)

Confirm remote capabilities to enaldlelework

Primary phone contact

Backup phone contact

Primary email contact

Backup email contact

1 We are also ensuring that employees that ned to telework, will have the
capability to do so in advance.

O OO0 o0 oo
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Crew Camps

Striping Crews:
Locations: Bangor/Augusta (Leighton Road)/Turner

Striping seasoi The striping season has traditionally started towards the end of
April or thebeginning of May. Considering the current weather, this year may be
on track for an earlier start. The strategy for each of these facilities is as follows:
1 Wayne Arsenault will communicate with each Supervisor, each morning,
to receive to receive an ugdaon available staffing and work plan.
1 Facilities will continue to follow the same precautions listed above for all
office locations.
1 Trucks and equipment will be cleaned and wiped down after each change
in use between personnel
1 As employees become infed; management will evaluate operations and
consolidate services as necessary to deliver essential services
1 The striping crews have been called upon in the past to assist MEMA and
CDC. This assistance is now covered by Fleet, but the striping wriéws
standby to provide these services if management determines this work to
be their priority.

Sign Shop/Interstate Sign Crew

The Sign Shop and Interstate Sign Crew provide routine and emergency services.
Their process will be like that identifies fdret striping crews:

1 Wayne Arsenault will communicate with Kevin Pratt, each morning, to
receive to receive an update on available staffing and work plan.

1 The Sign Shop will continue to follow the same precautions listed above
for all office locations.

1 Trucks and equipment will be cleaned and wiped down after each change
in use between personnel

1 As employees become infected, management will evaluate operations and
consolidate services as necessary to deliver essential services

Snow & Ice Control Support

Fortunately, the timing of this event is occurring as the winter is winding down.
However, if storms resume and equipment needs troubleshooting or repair, Chris Landry
will address the needs and follow the recommendations herein, which will include
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minimizing contact with other employees (to the extent practicable) and will wipe the
equipment down prior to, and upon completing, servicing the equipment. As indicated in
the table above, Ty Pooler will serve as the backup to Chris.

Pug Mill Crew

The timing ofthis event is also fortunate in that it is occurring prior to the start of
the pug mill season, so we do not anticipate impacts to this program. However, if the
timing does get extended and corresponds with pug mill operations, the office procedures
defined herein will be followed in the pug mill field office and the field procedures of
cleaning and wiping down equipment before and after each change in use between
personnel will also be followed. Should the point person, Ty Pooler, be impacted, Chris
Landy will serve as the backup and will work with Barry Breton from PD.

Office Functions

MATS Administration

MATS is a critical MaineDOT system that provides the crew payroll, contractor
payments, work planning, work reporting, assanagement, and material management.
In most cases, this system can be maintained remotely. The point person for this effort is
Jim Saban, with the backup provided by Tony Pelotte (Unfortunately, Russ Sage is out on
extended medical leave at this timé)work is required with OIT, efforts will be made
to continue to work remotely or to try to coordinate system access in the building at a
time that will minimize exposure to others as much as possible.

M&O Contracts

If it becomes necessary to wakkmotely, work will be assigned to the contract
employees for teleworking by the M&O Contracts Engineer, Gail ller. Gail has building
access permissions that allow-bffur access if it becomes necessary to acquire
i nformati on f r omkup, Gay Pelletieri ixatso verifyidghislrednete b a c
access capabilities and building access.

Permitting

Routine permitting functions are normally handled out of the region offices: Non
routine situations and region support will be handled remotely bydihé gpeople
identified in the Critical Employee table.
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Vegetation Management

At the current time, the Vegetation Management team is wrapping up the
contracts for the next construction season. This work can continue remotely. As of May,
the work will move into the field and corresponding office work can continue to occur
remotely.

State Property Damage

State Property Damage administration will continue to be covered remotely by the
point person, Cliff Curtis. If Cliff becomes impacted, his backup,Saman will cover.
If other essential programs take precedence, the program will be temporarily deferred.

Unit Administration

Throughout the duration of this event, Brian Burne will coordinate with the
Director and Asst. Director to keep them apprisethefstaffing levels and impacts
within the Highway Maintenance and Production Services Unit. In the event Brian is
impacted, Cliff Curtis will serve as the backup in this role.
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Planning
Continuity of Operations Plan

General Policy

BusinessRelated Meetings and Gatherings
1 Employees should confer with your managers and supervisors before changing or
implementinganything to ensure best practices in line with operational needs.
o For meetigs and work gatherings, consider remote participation alternative
formats: teleconference, Skype for Business, Microsoft Teams, etc.

o0 For meetings that are done in person, take precautions to include meeting in a large
room or an open, welentilated sface; spacing the chairs and participants in a
social distancing manner; and keeping meetings short.

0 Assess the need to host or attend conferences and large gatherings and determine
whether alternative accommodations can be made to limit or mitigate postnti
exposure. If it is determined a conference is essential and cannot be delayed or
conducted by other means, refer to CDC guidance on planning for an event
at www.cdc.gov/coronavirus/2018cov/community/largeevents

Essential Work
In the short term, Jennifer Brickett, Director of the Bureau of Planning is deemedtieds

Although not deemed essential, it should be noted that high priority work includes the
CNI YALRNIIGAZ2Y {@adaSYy !ylrteara RAGAAAZ2Y QA & dzL]
Hanscom is the point person for this work.

In the long term, essdial work will be dependent upon how wide spread tB®VIEL9 virus is
and how it will impact the department. In the long term, the following individuals would be
deemed essential:

Jennifer Brickett, Director, Bureau of Planning

Joan Foster, Secretary Asgate

Nate Moulton, Director, Freight and Passenger Services

Ed Hanscom, Director, Engineering Analysis

Tom Reinauer, Director, Public Outreach and Planning (employee start date of March
23)

The directors listed above would decide how much additionapsugrom their teams is
needed.

= =4 4 5 2
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Project Development

Project Delivery & Production Support
COVID-19 MaineDOT, Continuity of Operations Plan

Staffing
Unit/Program Management
Lead Backup
Bureau Management Rich Crawford Todd Pelletier
Steve Bodge
Highway Program Brad Foley Scott Bickford
Wayne Frankhauser | Jeff Folsom
Bridge Program Jr Eric Shepherd
Multimodal Program
Administration Jeff Tweedie Nate Benoit
Material Testing &
Exploration Richard Bradbury Mark Alley
Peter Belanger
PropertyOffice Heath Cowan Scott Avore
Contracts Section George Macdougall | Kevin Hanlon

Essential Functions:

Function Responsible Unit(s)
Construction Inspection Highway, Bridge, Multimodal Programs
Designers Highway, BridgePrograms
Utility Coordination Highway, Bridge, Multimodal Program
Geotechnical Engineering Highway, Bridge, Multimodal Programs
Survey Property Office
R/W Mappers Property Office
R/W Appraisals Highway, Bridge, MultimodaPrograms

Condemnation, Relocation, & Property Mgmt. Property Office
Contracts (Const SuppC@aontractsSeaiont r act or payot)

Testing Lab Materials, Testing, & Exploration

Field Testing/Sampling Materials, testing, & Exploration
Landscape Multimodal Program

Project & Program Management Highway, Bridge, Multimodal Programs
Bureau Management Bureau of Project Development
Clerical Bureau, Highway, Bridge, Multimodal
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Work site impacts:

If any HQ or Region offices are shut dowve will follow the guidance from M&O for re
assignment of office staff, most are currently teleworking or in the field

We have 2 testing labs located in Bangor & Freeport. If either building is impacted, we would
halt testing activity and request a deéprdecting cleaning of the facility. Work would resume

from that facility once it is cleaned and ready for occupation. In the event of a closure exceeding
one week, we would shift critical testing to the alternate lab as practical. To meet our work
demandwe would have staff at the alternate lab work overtime as needed. If a facility is closed
for a prolonged period, we would augment staff at the open facility with personnel from the
closed lab and run split shifts out of the same facility as necessasetccritical testing needs.

The Freeport Lab does not have the capability to perform all the tests conducted in Bangor. If not
possible or practical to relocate the equipment to Freeport, we would outsource this testing. An
example of equipment that waluhot be practical to relocate would be concrete cylinder
compressive strength and surface resistivity testing.

If both facilities are impacted, we would outsource our testing to thquaiied labs we have
available. This would need monitoring by BEX staff to assure compliance and production. We
would prioritize our testing needs accordingly.

If both labs and external resources were not available, our essential function would be impacted.

Staff Contact Information:

Project Development has upddtour contact lists for our employees that are teleworking or in
the field:

Current contact information

Computer type (laptop/desktop)

Confirm remote capabilities to enable talerk
Primary phone contact

Backup phone contact

Primary email contact

Backup email contact

O OO0 OO0 O0OOo
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Teleworking:

1 Approval to telework does not imply a position is eligible for telecommuting. (Working
at alternate worksite on a fixed or regular basis)

T The empl oyeebs salary, job r ebepaosesfi bi |l i ti e
involvement in teleworking.

1 The employee agrees to comply with all existing job requirements and expectations in
effect while in the central worksite.

1 Normal work hours are to remain the same while teleworking unless otherwise agreed by
the supevisor.

1 Employee will share backup alternate phone number, email address and alternate
worksite.

1 Employee will setup and utilize call forwarding, or voice mail.

1 The employee shall promptly notify the supervisor when unable to perform work
assignments due tquipment failure or other unforeseen circumstances.

f Management has discretion to determine whe
dependents may be in the home during the teleworking hours. If approved, time the
employee spends caring for deperntdar on other personal business will not be counted
as time worked.

1 The employee must gain papproval from management prior to using any accrued
leave.

1 The employee should complete a work log (e.g. use Outlook calendar) to document work
completed on tecommute or telework days.

1 Set up regular cheeks during which the supervisor and employee review completed
work product and the status of items in progress. Work assignments and deadlines will be
documented and monitored by the supervisor.
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Essential Bureau Functions:

Highway Program

Construction Inspection

As projects become active over the next month or so, personnel will be assigned to work in the
field. The need for visits to a Region Office or the Main Office will be mining&thff will
maintain 6foot distancing which could limit the number of people in field offices. Meetings
will be conducted remotely as much as possible. Management will provide support. Scott
Bickford is on point for the Program and will work with Comstion Support and the
Construction Managers to manage.

The Construction Group (represented by all Programs and MTEX) is developing Risk Based
Inspection Guidance for the construction field staff. This guidance will provide direction on
work tasks to safe inspect the work. It will also set priorities for field staff for inspection
focus in times of limited resources and to adhere to social distancing requirements.

Design

Design work in the Augusta office relies on strong internet connections and powerful
computers. The desktop computers have been cleared to move into individual homes. Work
can be performed at home but does need occasional updates from the main office. Design
work in the Regions can be performed at home for the most ptatf have latop computers

and can log in remotely. Getting signatures and PE stamps still requires physically handling
plans and books. Steve Bodge is on point working with the Project Managers to oversee work
out of the Augusta office and Scott Bickford will comrate Regional work.

Geotechnical

Geotechnical work can be performed in the field and at home. Staff have laptops and can log
in remotely. Support staff for Geotech needs to work out of the Bangor office as the work is
CAD related. Steve Bodge willversee.

Utility Coordination

Utility work can be performed in the field and at home. Staff have laptops and can log in
remotely. There may be occasions to come into a Region or the Main Office to print material
or plans. Brad Foley or Steve Bodge wileosee.
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Project and Program Management

Project and Program Managers have laptops and the ability to log into the State system to
monitor delivery status and financial situations. Meetings can be conducted remotely through
several optiongcluding ZOOM, Microsoft Teams, and Skype. Staff may need to come into
an office in order to print material/plans or to meet face to face in small groups to discuss status
and logistics. Brad Foley will be the point person to coordinate with Programgdarent.

Clerical

Clerical staff rely highly on the ability to use programs through the mainframe. They can bring
equipment home and log in remotely. They process invoices that rely on the mainframe for
access. They will need to access the Main Officeasionally in order to continue to have
material to scan and to process mail. Brad Foley, Steve Bodge and Scott Bickford will work
together to ensure work is being processed.

Bridge Program

Construction Support

There are currently a few active bridgenstruction projects ongoing throughout the state.
Construction projects are considered essential and will continue on as long as @vidd o e s n 6 t
impact the contractor or the contractor chooses to suspend work. Field inspection staff
(Residents and Insgtors) will be required to be aite. In the event the Resident and/or
Inspector(s) on these active projects become incapacitated, there are other MaineDOT field
personnel or Consultant Inspection staff available that could fill in, at least in theeshoftwo

to three weeks); there is a limit, however, to the number of MaineDOT/Consultant personnel

who are available. Also, if the Resident on any particular project is indisposed for an extended
period, then payment to the contractor and resolutfi@my significant project issues may be

delayed and become problematic.

Bridge Program field personnel who are not currently assigned to active construction projects
will be able to be productive working on alternate duties, such as completing finat projec
documentation or setting up documentation for upcoming projects, at least in the short term.

Residents and Inspectors on active construction projects will continue communicating through
the current chain of command, i.e., communication with Managem#éminally be through
the Area Construction Engineers, Devin Anderson and Travis Hamel.

Eric Shepherd is point person; bagh in order will be Devin Anderson, Travis Hamel.
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Fabrication inspection

There are currently a few fabrication facilitie®gucing products for MaineDOT projects that

are located in Maine or other states. Because these projects have contractually binding
completion dates, delivery dates prescribed by the general contractor, or fabrication time limits
with associated SupplentahLiquidated Damages, these fabrication facilities will continue to be
in production until such time that the facility ceased operations for reasons unforeseeable at the
time of bid. Where these facilities are producing products for MaineDOT projeets, t

Fabrication Group, under the Bridge Program, must provide Quality Acceptance (QA) inspection
of these products by having inspectors in the facilities. QA inspection is provided by qualified
MaineDOT or Consultant personnel. The MaineDOT Fabricati@ufscurrently has three full

time QA Inspectors performing work in Maine. All fabrication facilities outside of Maine are
currently staffed with Consultant QA inspectors. In the event that MaineDOT and/or Consultant
QA staff become incapacitated, theraynbe other MaineDOT general field staff that could fill

in for these inspectors, but, because of the specialized nature of the expertise needed for some
fabrication (e.g., structural steel fabrication), there would be a very limited number of general
field personnel who would be qualified to perform fabrication QA inspection. Typically, the
general field staff would only perform fabrication QA inspection in precast concrete facilities.
Because the Fabrication Group uses a relatively large number ofl@absuspectors, any
fabrication QA inspectors who become incapacitated could be replaced with other Consultant
QA inspectors who could be up to speed on the progress of the work in a relatively short time.
There is, however, a limit to the number of Goltant inspectors available. Further, the
Consultant firms working for the Fabrication Group have informed the Fabrication Engineer that
if anyone in a fabrication facility becomes infected with Cel@dand the facility does not elect

to shut down, thethe Consultant will not send in any additional personnel. Fabrication of major
structural elements with no QA inspection is not advisable.

QA Inspectors, whether MaineDOT or Consultant inspectors, will continue communicating
through the current chain obmmand, i.e., communication with Management will initially be
through the Fabrication Engineer, Joe Stilwell; Taylor Clark, the Assistant Fabrication Engineer,
will be the backup for the Fabrication Engineer.

Any mix design approval requests asuss related to structural concrete will be directed to
Michael Redmond with Taylor Clark as bauf.

Eric Shepherd is point person; bagh in order will be Joe Stilwell, Devin Anderson, Travis
Hamel.
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Project Management/Team Leadership

Project Manages and Senior Structural Engineers can work remotely to accomplish the majority

of their duties while social distancing is required. The Teams are proficient at using Microsoft

Teams and Zoom to communicate and coordinate their work. MaineDOT adaptingsisasi

practices such as TAMEing and Work Plan Management to an electronic format has improved

the Project Managero6s ability to telework. Th
officials and advisory groups using Zoom and are developing a virtubt radmlvement

application (PIMA) to do public meetings remotely.

The Project Managers may need to come into the office occasionally to file and distribute large
documents and to collect materials. Full implementation of electronic document approval by
MaineDOT would help the PMs operate more efficiently.

The primary point of contact for Team South will be Scott Rollins with Devan Eaton and
Mackenzie Kersbergen as a backup.

The primary point of contact for Team North will be Mike Wight with M&wdlin and Jason
Stetson as a backup.

Communication with the Team and Program Management will occur daily via email, phone, or
Microsoft Teams.

If any of the Project Managers are impacted, the remaining team PMs and Program Management
to reassign duties.

Program Management

For the duration of this event, Bridge Program Management will continue to coordinate with

staff and Bureau Management regarding work status, staffing levels, projects and other items that
need to be communicated. All Program Managerhasatthe capability to telework and can

coordinate with the management team using email, Microsoft Teams and Zoom. The primary
point of contact for the Program will be Wayne Frankhauser with Eric Shepherd as a backup for
constructiorrelated issues and J&blsom for desigimelated issues.

Contracts Specialist

The Program Contract Specialist, Coy Williams, can work remotely to complete his job duties
while social distancing is required. Coy will rely on the electronic transmission of documents

from the Teara and to Contracts. Electronic approval of documents is critical. Most documents

can be signed electronically, however PE stamps, and plan Title Sheets and Notice to Contractors
have traditionally required fAwetnoedslhignat ur es
requires people to be in the office to deliver, sign, and scan and is becoming problematic with
most staff teleworking. An electronic approval and distribution process would improve this
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effort. The Program has no backup for Coy; if he is ingghstipport would need to come from
Contracts. Coy will need to keep his supervisor, Andrew Lathe, informed regarding work issues
that may arise.

Utility Coordination

Denver Small is currently the only Utility Coordinator assigned to the Bridge PrograiwveDe
can work remotely while social distancing is required. Coordination can be done via phone,
emails, or orsite meetings with small groups respecting ttied rule. Larger coordination
meetings can be conducted using Zoom or other virtual meetirgg &gbport for Denver is
currently being provided by Terry Blair Jr, Highway PM, and Mike Moreau, Maine DOT Ultility
Engineer. Additional support could come from the other Bureau Utility Coordinators working
through Mike Moreau. All Coordinators should tadege to share critical documents with the
appropriate PMs and keep complete electronic project files. Denver will keep his supervisor,
Leanne Timberlake, informed of any issues.

Structural Design

This function is performed by a staff of eight Transp@taEngineers within the program.

Each of the two regional teams is led by a Senior Structural Engineer, Richard Myers on Team
North and Garrett Gustafson on Team South. Each supervises two Transportation Engineer lls
and one Assistant Transportation Eegr. The Transportation Engineers have successfully
migrated to telework after being allowed to take their computers home and being granted remote
access to the MaineDOT network.

Senior Structural Engineers are responsible to supervise and provideakeghidance to the in
house design staff and oversee consultant design work. Both SSEs have the capability to work
remotely to attend to any issues related thanse design issues or consultant design work. The
SSEs are also working with the PMs toimi@n communication with the teams using Microsoft
Teams and Zoom.

The primary point of contact will be Jeff Folsom with Richard Myers and Garrett Gustafson as
backup.

Geotechnical Engineering

This function is performed by a staff of two engineers witheProgram. One Senior

Geotechnical Engineer, Laura Krusinski, leads this function and supervises one Geotechnical
Assistant Transportation Engineer. This group is responsible to provide geotechnical
engineering services to the two regional design $eafine work of the geotechnical unit

includes office engineering as well as field exploration. The Geotechnical Engineers can work
remotely now that they have been given remote access to the MaineDOT network. Field work is
currently limited since the MTEdrill rig has stopped operations due to the inability of the crew
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to maintain 6 feet of separation while dril
weeks, however if the current situation persists into the summer, we will need to use a limited
pool of consultants to fill the gap.

The primary point of contact will be Laura Krusinski with Jeff Folsom as backup.
Plan Development

This function is performed by a staff of seven Technicians and Senior Technicians. As with the
Designers, the Plan Delopment Technicians have successfully moved to telework after being
allowed to take their computers hone and being granted remote access to the network. The Plan
Development Technicians are also able to collaborate with the rest of the team througlofiviicro
Teams and Zoom.

The primary point of contact will be Jeff Folsom with Mark Parlin and Devan Eaton as backup.

Multimodal Program

Project & Program Management:

For the duration of this event, Multimodal Program Management will to coordinate with staff
and Bureau Management regarding work status, staffing levels, projects and other items that
need to be communicated. All Program Management has the capability to telework and can
coordinate with the management team using mobile phone, email, Microsoft @adrdoom.

The primary point of contact for the Program will be Jeff Tweedie with Nate Benoit serving as
backup for any all issues.

Brian Keezer (Southern Region) and Aurele Gorneau (Northern Region) are both senior project
managers that are next in lif@r supervisory responsibilities, if Jeff Tweedie or Nate Benoit are
unavailable. Each Senior PM have a working knowledge of projects in their region; however,
there is overlap within the state without a firm line of separation.

Project Managers sign inices, coordinate with MaineDOT staff and stake holders, and assist in
resolving construction issues. All of these tasks can be completed through teleworking or field
visit utilizing proper PPE as required by MaineDOT policy and CDC recommendations.

Design

This program is 100% consultant design and is highly capable of teleworking. One primary
function of this program is delivering Plans, Specifications, and Estimates (PSE package) to
contracts. This core function can be completed with the project martelgsverking.

Completing the public process through virtual public meetings is a tool that is being finalized for
use by the Department and will be utilized by staff as required for the public process.
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Landscape:

Thetwo-landscap@ar chi t ect 6s design work can be compl e
be in the field to oversee landscaping operations, both will comply with the most recent
recommendations by the Department and Maine CDC for personal protection and social

distancirg

Property Appraisal:

The SPO and Appraiser 1 position can be performed by teleworking and participating in
condemnation meeting through Zoom. Face to face communication between the negotiator and
property owner require another approach such as mailingfféreand assent form followed by a
phone call. When required to be in the field, all property personnel will adhere to the most recent
requirements of the Department and the Maine CDC.

Clerical work, paying invoices:

clerical personnel have the capagtof teleworking. Invoices are scanned and forwarded to
clerical via email. Once a week, clerical personnel go to the office wearing proper PPE to go
through the mail and retrieve invoices for scanning. All calls to the Multimodal Program are
currently keing forwarded to clerical personal cell phone. Clerical staff will be working with OIT
to install appropriate computer software to the clericals computer so that calls can be forwarded
to clerical computer.

Construction Inspection:

Construction inspectiois handled through three multimodal team members functioning as
Residents/Inspectors and a combination of consultant Resident/Inspectors. Assignments are
made by the Multimodal Program Construction Manager, Jen Paul. Construction inspection does
need to B done in person but can be completed while following current Maine CDC
guidelines/MaineDOT requirements. The construction staff all have laptops and the ability to
work remotely. Preconstruction meetings are being conducted through Zoom, Microsoft Teams,
or other means.

Construction issues are handled primarily by
need to be elevated are funneled through to Project and Program Management.
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Materials Testing and Exploration

Laboratory testing

This time ofyear, the labs are mainly conducting testing in support of active bridge projects as
well as HMA mix design approval/RAP qualification. Lab testing would be prioritized based on
risk of failure and potential consequences of pregeotiuced materials:

1 Conaete Acceptance

1 Construction aggregates

1 HMA JMF Verification and Acceptance

1 HMA and Concrete aggregate
If impacted, testing of standard manufactured materials, samples for preliminary engineering and
Maintenance samples will be suspended until lalrmetto full operation. This includes samples
such as:

1 Pipe
Reinforcing steel
Fasteners
Guardrail
PG Binder
Bridge deck cores
Geotechnical soil samples
Salt
1 Paint
Mark Alley will be point person on all lab testing issues. If he is impacted, backup Wil be
order): James Robinson, Wade McClay, Kevin Cummings.

= =4 -4 -4 4 9 1

If any lab supervisor is impacted, duties will be assigned to their designated backup. If any lab
technicians are impacted, their duties will be assigned to other technicians from the laboratory
secton who are trained to perform the needed testing. Additional assistance could be provided
from the NDT team or Field Testing if required.

Information System

The system manager (Nancy Bradbury) can work remotely if facilities are impacted. She does
not hawe a backup; if she is impacted, operations could continue unless the system loses
functionality. Loss of the TIMS system would impact Lab and Field operations.
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Drill Rig

Due to the physical distancing requirements, most drilling activities havedogaseations. The
only drilling that can be completed safely are auger borings; other types of drilling require the
driller and helped to work within 6 feet of each other throughout the drilling operation.

For drilling activities that can be completed vehihaintaining proper physical distancing, the

team could continue to function for a short time with the loss of any one member. The driller
helper can be replaced by another MTEx employee. Loss of both the driller and rig supervisor
would require suspensioof operations. Geotechnical explorations would be conducted by a
contracted drill rig (assuming they are still operating) directed by Bruce Wilder. Backup

direction will be provided by the relevant geotechnical engineer. If the contracted drill rigs are
not operating, all geotechnical explorations will be postponed until operations can safely resume.

Nondestructive Pavement Testing/ARAN

These functions are seasonal, typically starting in May. The work is highly specialized and
primarily used for planningfeliminary engineering. If impacted, work would be suspended until
operations could resume. The point person is Wade McClay; backup is Ryan Vose.

Field Testing and Independent Assurance

Field testing occurs sporadically through the winter/early sprisguthern Maine. Later in

March and April, numerous HMA producers need annual plant inspections, and project begin
requesting samples/tests. In Regions 4 and 5, there is usually no field testing during winter, and
spring activities begin in April, or evéviay in northern Maine. These employees work from

home during the season so will not be impacted by facility closures. If technicians are impacted,
other field staff would be reassigned as needed. If required, several members of the
Nondestructive Testinggam are qualified to perform sampling and field testing, as are some lab
staff.

The IA team will operate in a similar manner to field testers. However, if IA staff are impacted,
others with the required qualifications could perform the duties. They notijgerform both
Acceptance and IA activities on the same project without violating federal regulations, so the
replacement would be dedicated to IA duties. The NDT team has two people who could fulfill
this role.

Kevin Cummings is point person; backuporder will be Wade McClay, Tim Goupille, Ryan
Vose.
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Asphalt Mix Design Approval

The Marchi May timeframe is extremely busy for this function. The function can be conducted
remotely. James Robinson has lead; backup is Casey Nash. If both are impectedction

would need to be managed by Rick Bradbury with help from the TIMS manager and possibly the
Highway Program Pavement Quality Manager.

Quiality Assurance Program Management

The main function of this role that could impact operations i®thpute Resolution process for
HMA testing. Disputes typically do not occur until May. Point person is Kevin Cummings;
backup is Rick Bradbury, then Ryan Robison and Casey Nash. Other duties are less time
sensitive and could be completed following returioperations.

General Practices

1 Al MTEx employees and consultants shall follow the practices listed in the June
2020 AMaineDO@TOE€COVED Building Use Protoca

1 All MTEx employees and consultants visiting active construction projects and/or
production facilte s s hal |l foll ow the guidance | i st e
Guidelines Related to the Effects of the COMID® Vi r us . 0

1 Only one person shall travel in a vehicle unless a) a minimum of six feet can be

maintained between personnel, or b) the vehiaklieen outfitted with appropriate

shielding by Fleet Services.

Only one person at a time may be in a break room/kitchen.

Face masks or shields will be worn whenever personnel are engaged in specific

activities as noted below.

= =

Concrete/Structures/Chemisry Lab
1 No tasks in any lab work areas require personnel to work within six feet of each
other.
1 Coring usually has personnel working within six feet of one another, but the work can
be doné a little slowed by consciously maintaining this separation

1 Scott las been talking to Wade Colpitts about installing a plastic barrier between the
front and back seats of the coring truck.

1 Sample tags, worksheets and other documents will be placed in a 110°C oven for 15
minutes to sanitize them before transferring themnimther person.

Soil/Aggregate Lab

1 MaineDOT field personnel will unload their soil/aggregate samples onto carts located
in the storage building without coming into the lab. The sample buckets will be
sprayed with disinfecting solution before being biaugto the lab.
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Contractors will drop off their HMA Aggregate buckets during business hours. The
storage building overhead door will be opened and an empty pallet will be near the
open door. Lab personnel will retreat toward the back of the buildinigsteree the
contractor unloading. The buckets will then be sprayed with disinfecting solution and
placed on a lowbed cart to be brought into the lab as needed.

A handwashing station is located at the Geotechnical area sink near the entrance to
the lab.

TheCoarse Sieve / Compaction Area room is large enough and has enough doors to
easily accommodate distancing while lab staff do their work. Only one person at a
time can be allowed in the drying oven room between Coarse Sieve and Bit Lab.
The Fine Sieve Roolmas been rarranged slightly to allow 3 technicians to do their
work and maintain distancing. The work table was moved toward the hall and one of
the balances was moved from the work table to the bench abutting the hall. This
arrangement allows distancingut some work ( Sand equivalent and travel to and
from the NCAT room) requires coordination and alternating occupancy of the area
around the front of the NCAT room door.

Reports, sample tags, worksheets and other documents will be placed in a 110°C oven
for 15 minutes to sanitize them before transferring them to another person.

The hall will be kept clear of carts and buckets to maximize spacing.

A table was removed from the office to maintain distancing and facilitate travel in
and out of the office. Bb of the office double doors are kept open during working
hours. The office is only large enough for four technicians. Mark had volunteered the
use of his office and Shari was happy to move there temporarily while Bruce, Jason,
Nick and Dustin remain irhe Soils Lab office.

A weekly S/A Lab gathering (with distancing) to discuss safety protocols will occur
to avoid complacency.

Asphalt Mixtures Lab

1

Splitting HMA samples is the only job task in this lab that usually has two people
working within sixfeet of each other. This work will now be done by only one
person, but if two are needed they will both wear face masks.

Occupation of the extraction and oven rooms will now be limited to only one person
at a time.

Because of the tight quarters in the fesation area, employees will coordinate
movement so that they are not at the oven or gyro at the same time.

Advanced Asphalt Lab

1

Employees will coordinate movement so that they are not within six feet of each other
for more than a brief time.
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Freeport Lab
1 Splitting HMA samples is the only job task in this lab that usually has two people
working within six feet of each other. This work will now be done by only one
person, but if two are needed they will both wear face masks.

Drill Rig
1 The following jobtasks require employees to work with kisansix foot distancing
and they will wear face masks when performing them:
o Taking the core barrel apart to remove the sample
o Field vane tests and tube samples
o Loading/unloading of heavy equipment
o Drilling in confined spaces in urban areas

Quality Manager and TIMS Manager

1 Brian and Nancy can complete their work while maintaining six foot distancing from

other employees.

1 When exchanging QMS documentation binders, they are left in a neutral area for a

period oftime.

Nondestructive Testing/ARAN Team
1 Employees will maintain distancing and wear face masks or shields whenever
working within six feet for more than a brief time.

1 Face masks and shields will be worn when more than one person is travelling in the

GPR vdicle, and when installing/uninstalling the radar equipment.

Property Office

The Property Office is responsible for many functions related to project delivery and are utilized

at varied stages of the Right of Way Process. The Essential Fundeatifed earlier in this
plan are as follows with one additional function of the RMS:

1 Survey

R/W Mapping

Appraisals

Condemnation

Relocation

Property Management

Realty Management System (RMS)

= =4 -4 -4 A -9

Survey
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Survey is involved with collecting the field data fosdg, property acquisition, control and
construction on most project development projects-thisttime of year we are about to begin

with requests for control verification and documentation for the new construction projects.
Survey crews also measurneantities of ledge on construction projects. Control crew is based at
Augusta Headquartersworks all over the statesetting control, measuring stockpiles and
maintaining the CORS network. All Region survey teams rely on the CORS network for both
project control and other survey operations. Crews are based at each region office and work on
region project$ but can assist in other regions if needed

1 A Topographic survey crew is generally two persons using a state vehicle. In
situations where physicdistancing is necessary each employee will travel in one
vehicle or modifications to vehicles will be needed to ensure the safety of staff. Some
field tasks can be completed with one person, but are typically two people for traffic
monitoring while in theoadway collecting data. Region 1 relies on consultant field
crews for most of their field work operations. Regions 2,3,4 and 5 also use
consultants at times of need
1 Each region has a PLS Supervisor and a Senior Tech Quality Assurance Technician
(QAT)
1 Each PLS, plans surveys, communicates with project managers, visits worksites,
often completes control for the crews. POR research is for new projects directed by
PLS in the Region. The POR person will need periodic connection to Realty
Management systefor data storagé they could assist survey crews if needed
T QAT6s process field data, create the
design and Right of Way. Qwa-ineseethitave | apt
connect to the network eithegmotely of from headquarters or a regional state office.
If the Chief Surveyor is out the ROW PLS can back up. If the ROW PLS is out the Chief
Surveyor can back up. Regional PLS typically handles project scheduling and communication
with Project manager . QATOs can be backup for the PLS i
region QATO6s can assist with dadcrewsgndhecessi ng.
rearranged or consultants can help out. CORS Network Software is run by OIT out sfaAugu
Headquarters and there is no designated OIT-bpdkr the system operator.

R/W Mapping

Mapping Unit

Existing Conditions Plan are usually completed after the radial topography survey has been
processed. Depending on the snow coverage, these pladenarduring the Spring, Summer

and Fall months. At times, the staff in the Augusta headquarters has assisted with the Existing
Conditions Plan mapping. Final Right of Way Mapping is started right after Plan Impact
Complete (PIC) and aboutBmonths aheadf condemnation date. If an employee is out do to a
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prolonged illness, other regions and Augusta headquarters mappers would be able to assist to
keep projects moving forward.

The Existing Conditions Plan and Final Right of Way mapping is handled mgstie ight of
way mapper per region.

Region 1- Jude Hogarfi Technician; Thomas Pattersbiechnician

Region 2- Vacant

Region 3- Perry Silvermari Senior Technician

Region 4- Betina Martini Senior Technician

Region 5 Terri Blairi Senior Techni@n
Other staff that have assisted with right of way mapping process and could serve in the short
term to back up the mappers are Guy Ladd, Supervisory PLS, CaroliS8®eior Technician,
Ben Singeii Senior Technician, Paul Belanger, Region 2 POR Rér3@chnician, James
Frizzell, Region 2 Survey Field Crewechnician. The lack of laptops in the Mapping Section
will be a limiting factor, unless desktops are allowed to be taken from the building.

Recording Unit

The Recording Sections assists @@ndemnation Unit with printing of final right of way map

1-2 weeks prior to the condemnation date and mailings to the abutting property owners. Richard
Gabouryi Assistant Technician is the primary person responsible for this work. Guyi Ladd
Supervisory PB and Carol Storér Senior Technician could function as back up if necessary.
Recording would not be able to work from home due not have a printer and large format plotter
available at home.

Research Unit

The Research Section provides assistance anariafmn to internal and external customers
though out the state. A majority of the task is done by phone call and emails. On occasion they
would have a visit to the office in Augusta. David Ouellétieechnician is the primary person
responsible for thisffort. Guy Ladd Supervisory PLS, Carol StorgiSenior Technician or

Richard Gaboury Assistant Technician could function as back up. Majority of this position
could function from home if provided with a laptop and internet connection. For thevast f
years, we have been informing the public on how to research within MapViewer. The
Mapviewer software covers almost all of the existing right of way research requests.

Archiving Unit

Archiving of the right of way maps is done when the project is comhetught the State

Claims Process. Property Office Staff that completes this effort are Carol Storer, Richard
Gaboury and Guy Ladd. The archiving portion of the Property Office could be delayed. All of
this work is done at the Augusta Headquarter dukdg@quipment needed for mapping, plotting,
recording and archiving purposes.
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Appraisals

The appraisal and negotiation functions can be performed remotely and nearly all of the staff

have laptops and Pulse Secure. In the short term, somslsiefig between the Programs would

enable project delivery to remain on schedule. Scott Avore is the Chief Property Officer and
could be backed up by one of the three Senior
be backed up by the other Progr&n® O6s i n t he short ter m.

Condemnation

The condemnation unit is responsible for acquiring property rights as determined by the
condemnation schedule which is set by each pr
setoutinthelepart ment 6s condemnation statute, 23 MR
impossible to comply with without certain key staff and the following:

1 The timely receipt of checks from state treasury so that payment can be made for
property rights acquired;

1 Copies of full size right of way plans for each condemnation package mailed;
1 Reduced plan info needed for newspaper advertising;

1 Copies of the Notice of Layout and Takings produced from the DOT copy room
in bulk for each condemnation package mailed;

1 Certifiedmailing obligations (mail room);

T Recording of the Notice of Layout and T
close, there will be no county staff to record documehisst registries are
located in Superior Court buildings;

1 All of the title files are housed in the Property Offideach title affected by a
payment is used by staff at different times.

Kerri Dill 6s involvement in the condemnati on
imposed under the condemnation stat@errently, $ie has no back up. Dave Hayden writes

the condemnation document and reviews the right of way pRiasa Grady is the back up.

Lorrinda Connollyreviews the title work and prepares the documentation that directs who should

be named on payment chech&athy Rollins is backup to this function. Kathy Rollins oversees

the condemnation function and assigns the recording and title updates on the date of

taking. Lorrinda Connollyis back up to certain functions.
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Relocation

Relocation assistance is alsoicat to delivery of projects when businesses or residences are
acquired and displaced by a project. It is also necessary when personal property such as business
signs need to be moved to accommodate a project. Rose Rinaldi could perform this function
remoely and has access via Pulse Secure. Scott Avore could function as a backup.

Property Management

Property Management is typically not on the critical path for delivery. Julia Picard could perform
many but not all the job duties remotely if provided adp@nd Pulse Secure. Should Julia be
impacted, this work could be halted in the short term and not impact project delivery.

Realty management System (RMS)

The Realty Management System (RMS) is utilized in all phases of the right of way process and
is congquently critical for production and delivery of projects to PSE. Jennifer Clark could
perform this function remotely if provided with Pulse Secure. Scott Avore could function as a
backup.

Contracts Section

This time of year has a very heavy impact fongnpeople in Contracts to process the projects
from PS&E to Contractor Award. The Contracts Section is small and many of the same people
help backup each other. Impacts to this Section could shutdown services.

PS&E: Previously these were paper packates were prepared by the Programs and delivered
to the Contracts Engineer. This is now done electronically. After review and electronic
approval, they are emailed on to F&A. Once Authorization is received, the project can be
advertised. Primary persém review and approve is George Macdougall. If he is impacted
backup is Kevin Hanlon.

Advertise: In order to advertise, besides construction authorization, the contract book must be
written and placed on a computer drive for Matt Sullivan and DianeeBdp be able to review.

This is done electronically and can be done by telework as Diane has access and Matt has gotten
a laptop and access. They email the Program personnel when corrections are needed. The actual
advertise process is Diane putting fhackage on the MaineDOT website and the BidX website

as appropriate.

Review is done by both Matt and Diane who backup each other. If both are impacted, then
backup would be to just advertise the books without review by the Contracts Section.

Diane Barnes is primary for advertising. If she gets impacted, Guy Berthiaume could back her
up for the uploading. A further back up could come from OIT.
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Letting

Advertising/Opening w/Estimate email
Bid Tabs

Email

Certify bid taps

Post to web

Bid Opening Email

This process is still heavily paper driven and will need to be done from the office on Wednesday.
Primary people that are needed to be in HQ are Matt Sullivan, Diane Barnes, Angela Latno, Guy
Berthiaume and George Macdougall. Backup fortNailivan is Kevin Hanlon and Diane

Barnes. Backup for Diane Barnes is Guy Berthiaume. Backup for Angela Latno is George
Macdougall and Brian Kittridge. Backup for George Macdougall is Kevin Hanlon.

Amendmentsto Advertised Contracts are now be donmptetely electronically.

Project Specific Prequals can be done electronically as needed by Angela Latno or George
Macdougall with Brian Kittridge as a backup.

Award Memo for Director: This is being transmitted electronically to the Bureau Director for
recommendation of award or rejection.

Sub Contract Approval: These are sent in electronically to Kevin Hanlon and can continue that
way. Back up to Kevin is Rebecca Snowden and George Macdougall.

Contractor Payments: These can be done completely byoBeca Snowden electronically.
There will also need to be a minor adjustment in process to get the approval needed by F&A
before she can pay the Contractor. Backup can be done by Guy Berthiaume.
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Support Teams
CADD - Jonathan Frencand WilRohman
APV/ProjEx- Sherry Rogers Backup OIT

Elation- Angela Latna Backup Brian Kittridge George Macdougall and Sherry
Thompkins, CRO

TRNS*PORTI Guy Berthiaumé Backup Rebecca Snowden or OIT

Support can be carried out electronically but may egaire time in HQ as well as travel to
different locations to help Users/Contractors out face to face.

Close Out: This is mostly done in the field and can carry on by teleworking and in the field
process. Closeouts are performed by Kevin Hanlon, Ledndbdck, Norma Gilman and Roxy
Cleaves. They can all back each other up if needed. These could be delayed if these people are
impacted.
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Research and Innovation Office
Continuity of Operations Plan

Essential Work
We have some higpriority work but most work is not essential.

Dale Peabody will need to process consultant invoices to continue work flow on existing contracts, as
well as other program administration duties.

Dawn Bickford manages the department Qualified Products Liktsaa resource to field personnel on
products issues.

Ulrich Amoussoizenou provides support on paving projects using the paver mounted thermal
scanners.

The majority of our work can be done through teleworking.
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Results andhformation Office
COVID-19 MaineDOT, Continuity of Operations Plan

Information Services/Dashboardi This unit is primarily responsible for the dissemination of

information and IT/process support. During the COMMcrisis this unit will be manned batbmotely

and at the office to provide support in MaineDOT employees to maintain remote access through telework
and virtual meeting solutions.

Critical Personnel

1 Cindy OwingsHutchison, Assistant Director
1 Shawn Hembree, Dashboard Administrator
1 Mike Drolet, MaineDOT Records Manager

GIS Servicesi This unit provides GIS support, data processing and mapping technologies. All
employees in this unit are working remotely from home.

Highway Managementi This unit provides asset management piotessing of data for ARAN
information as well as support for ivision and pavement data, along with prioritization of paving and
reconstruction projects for the MaineDOT work plan. Employees from this unit are working remotely
from home.

Bridge Management 1 This unit provides asset management and processing of bridge information along
with prioritization of bridge work within the MaineDOT work plaEmployees from this unit are
working remotely from home.

Work Program Developmenti This unit provides work plan development, federal reporting, STIP
processing, Federal Grant preparation and management, and assists with issues concerning work program
management. This office will continue to be staffed for STIP maintenance and Federal Grant Prep.

Critical Personnel
1 Ben Condon, Unit Director
1 Jen Grant, STIP Coordination and Federal Grant Management

All other personnel are working remotely from home.

Office operations are at or near full service. Priorities in this environment are on providing remote access
to employees so that they can practice social distancing. Additionally, STIP maintenance and Federal
Reporting will be ongoing.
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SafetyOffice

Continuity of Operations Plan

All Office of Safety staff could telework if provided with the appropriate equipment except for two crash
records employees who either have no internet access or unstable internet access from their homes.
Those two employeeglan to continue to work from MaineDOT Headquarters unless the office is closed.
Our Safety Engineering staff all have opportunities to conduct field safety/ADA assessments using their
POVs for the short term which is part of their normal work respolisési.

Teleworkingand Communication

All Cffice of Safety staff are members of the MaineDOT Safety Office Microsoft Teams group for
collaboration, communication, and file sharing whether they are working remotely or within the DOT
headquarters building. While working on their computers, all staff should be doigtye MS Teams
during this period unless they are on the road.

Fully-Functional ¢Six members of the Safety Office have all the technology and sufficient internet
access required to work remotely todaBob Skehan, Shawn MacDonald, Ther&avoy, Dennis
Emidy, Bob Kngxand Valerie Kamgue

Limited or No FunctionOur remaining four office members are assigned desktop computers and would
either need loaner laptops or remote desktop access so they could access their computers from their
perso/ £ t/ Qa FNBY K2YS ANulutedVEmBtafioniand other netvdrkSappad NJ &
regularly as annotated next to their names:

1 Jeff Pulver (MS, MapViewer, CRASH, OragleBeff can perform field road safety site
assessments on his own anchdae kept very busy doing those for the short terhfe would be
a top priority for a laptop or remote desktop access as he has a solid internet connection at
home and home office area from which to work.

1 Katherine Grinnell (MS, CRASH, OracleRJIntil Katherine has remote desktop access or a
laptop, she could work on the Safety Office Website Upgrade in collaboration with Theresa
Savoyand update sections in the Crash Records Section Procedures M&uettihg Katherine
access to CRASH and OracleBlld/be a top priority for alongeit SN & 2f dziA2y 0SSOl dz
one of the primary data report generators for the crash records unit she has a solid broadband
connection at home.

1 Rachel Audet & Michelle Pelletier (MS, CRASRRchel and Michelle can peri some work
manually on HCL Drawings remaining to be updated by printing hardcopies of Crash Reports and
Police Summaries and accompanying diagrams for-2014 locations. Drawings would be
done by hand and updated in MicroStation upon return to offiaeed be Both seem very
willing to continue to come to the office to work, especially if many others are gone, and neither
thinks they have stable internet access or enough bandwidth at home.
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Leadership Contingency Plamll Office of Safety sectiananagers currently have the ability to
telework. The following managerial/leadership backup relationships have already been discussed within
our group if individual leaders within the Office of Safety become incapacitated due to-Tvid

Section Manager Primary Backup Secondary Backup
Safety Office Bob Skehan Dennis Emidy Theresa Savoy
Safety Eng. Dennis Emidy Bob Skehan Theresa Savoy
Crash Records Shawn MacDonald Bob Skehan Dennis Emidy
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MaineDOT Region 1

Southern Region
Continuity of Operations for Epidemic/Pandemic Scenarios
11/13/2020¢ COVIEL9
Education of Employees
Employees shall be educated on the signs and symptoms of €OVi§ng posters and safety
meetings. Employees shall learn techniques of proper sanitizing and disinfecting of facilities, work areas
and critical points that harbor exposure.
All facilitatesshall:
Have disinfecting materials on hand:
Hand Sanitizer; Small bottles in vehicles, large bottles or dispensers at all communal
areas.
Surface cleaners.
Sanitizing Wipes
Disinfecting Spray
Sanitize twice daily, all communal surface areas witimfdisting cleaners, including but not
limited to:
Bathrooms
Lunch/Break Tables
Door Handles
Hand Railings
Cabinet Handles
Any facility needing supplies shall coordinate with the Region Office to obtain.

All personnel shall:
Wear a face covering &t covers the nose and mouth while in work status with the following

exceptions.
1. The employee is alone in a designated office or cubical
2. The employee is the only person occupying the passenger compartment of a
MaineDOT owned vehicle
3. The employee is eating food at lunch or break a. Office employees shall eat at their
designated work station
b. Crew employees shall social distance while eating and are encouraged to eat
in their personal vehicles, behind barriers, or significantyagiced from other
employees
c. Face coverings shall be reinstalled as soon as active eating is finished.
d. Signs installed at road entrance to facilities communicating the need for face
coverings.

Wash or disinfect hands:
After using restrooms
Befae and after eating or smoking
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At the beginning and end of each shift
Clean common equipment after each use, including but not limited to:
Vehicle steering wheels and controls
Handheld equipment
Common use computers, keyboards, mice, and phones
Minimize sharing of office equipment, such as computers and phones.

All employees shall remain a minimum of 6 feet apart, this includes anytime two or more people occupy

I @SKAOE S® LT GKS ¢cQ YAYAYdzy OFlyy2( efgerYS(zI 2yt e
compartment of any vehicle unless a plastic barrier separates the front and rear seat whereas the
passenger will be required to occupy the rear seat, if applicable. Vehicles that allow employees to
200dzLle G KS LI a&Sy3aSNJ OzsapadatibdiDb Pagsenger yaRs) ixalldwgblel Ay ¢ Q
without a plastic barrier. All occupant shall wear a face mask that covers the nose and mouth.

Employees shall wear protective gloves while pumping fuel, properly removing and disposing of them at
fuel stationreceptacle as provided.

Employees will be provided face coverings. Each employee shall be provided cleaning instructions for
these coverings.

In the event of an employee assigned to a crew shows symptoms of iliness, the following steps shall
occur:

Employee notifies TCS/TCL

Employee will be dismissed on sick or another HR approved leave immediately

All surfaces and equipment used by effectedployee shall be disinfected

All common areas shall be disinfected.

TCS/TCL informs management team

TCS and TOM will coordinate duties to be covered

Employee may return to service after symptoms have subsided without the aid of medication

for 24 hours

In the event an employee tests positive for COW 9
Employee shall remain out of work until released by medical physician with documentation

In the event of widespread illness to a crew, the following steps shall occur:
Region will refer to indidual camp plans located at\RegionOM&O\Publid$Common
MO\ Continuity_of _Operation8ureau and RegiokRegion 1 Camp Plans
TCS/TCL will coordinate with TOM to prioritize work and resources.
Reassigned employees to the effected crew shall minimizeopet contact with facilities and
crew.
TOM will coordinate with Region Management any issues impacting minimum Levels of Service.

In the event of an employee assigned to the office shows symptoms of iliness, the following steps
shall occur:
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Employee ntifies Supervisor

Employee will be dismissed on sick or another HR approved leave immediately

Confidential and Supervisory personnel may work from home.

All surfaces and equipment used by effected employee shall be disinfected immediately

All common &as shall be disinfected.

Region Management will coordinate duties to be covered.

Employee may return to service after symptoms have subsided without the aid of medication
for 24 hours.

In the event of widespread iliness that requires the closure of the Region Office:
Region Management will perform essential duties from home including:
Payroll Processing
Dispatching Resources
Region Management will coordinate with other Regions tgatisinate workload of the
following:
Contract administration
Invoice payments
Permit and License Processing
In the event that these processes cannot be outsourced to continue services they shall
be suspended

If someone in your home has been diagnosedtwCOVIB19, immediately check with a medical
professional for guidance. Contact your supervisor if the medical direction will require you to be out.

Distancing Practices
Postpone Safety Day and other large gatherings to minimize potential risk aidé@neposure.
Utilize ZOOM or other digital meeting platforms to minimize potential risk of spread/ exposure.

Additional Facilities of Special Concern:
Casco Bay Bridge
Florida Draw will be asked to follow their cleaning and disinfecting schedule.
Region Management will coordinate with Florida Draw to maintain setrvice.
Should Florida Draw run out of resources, control tower will be disinfected and manned
by MDOT persoret
Should MaineDOT resources become exhausted, a detour will be activated, and the
bridge will be left in an open position for marine traffic to pass. Signs specific to this
detour are stored at the Dunstan Facility.
Visitor Information Centers
Contracbrs and members of the public shall be provided information on CQVYID
using signs requiring face coverings to enter and remind them of healthy practices
Contractors shall diligently continue to follow cleaning and disinfecting schedules.
Should contrators be unable to continue service, visitor information centers will be closed to protect
employees and members of the public from exposure.
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MaineDOT Region 2
COVIBEL9 MaineDOT Regional Continuity of Operations Plan

Critical Products, &vices, andSuppliers
9 Parts and general supplies: Mancon & Grainger

Salt supplier: Harcros

Fuel (Gas & Diesel)/Fluids: Fleet Services

+SKAOES wWSLI AN)XY CftSSi {SNBAOSaAZ hQ/2yy2NE 5
Bridge Repair Supplies: A.H. Harris, Airgas, Mae

Water: Nestle Water

Signs: Sign Shop

Trash Removal: Boothbay Regional Refuse, Sullivan Waste, Pine Tree Waste, Regional
Rubbish

Port-a-Potties: AAA, Central Maine Septic, Foss, GA Downing

Electrical Services: Johnson & Jordan

Bridge Electrical Servicesafro

Bridge Hydraulic Services: Motion Industries

Plumbing Services: Girard Plumbing, Johnson & Jordan, Marathon Resource
Management

Furnace Repairs: AAA Energy Services

Transfer Bridge Remote Control: Somatex

Transfer Bridge Repairs: Prock Marine

Ferry ®rvice Facility Repair: Johnson & Jordan

Fire Extinguishers: AAA Fire Extinguisher

Concrete

HMA

Culvert Pipe

Tree services

Guardrail Services

Contracted equipment

=A =4 =4 =4 -4 4 A

= =4 =4 4 =4
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Staffing
Critical Employees
1 Region Manager

Superintendent

Region Engineer

Region Traffic Engineer

HR Manager

Front Office Staff Office Manager, OA Il
¢thaQa

¢/ {Q

¢/ [ Qa

¢t2Qa

Bridge Operators

=4 =4 =4 4 =4 -4 4 -8 -8 -4

Crew Camps

Camp Specific
1 Ensure employees have relevant information on CGMID

https://www.cdc.gov/coronavirus/2019cov/index.html
https://www.maine.gov/dhhs/mecdc/infectious
disease/epi/airborne/coronavirus.shtml

1 Providedisinfectant cleaning supplies, and clean/disinfect daily all frequently touched
surfaces in the workplace such as; workstations, countertops, doorknobs, steering
wheels, toilet and sink handles and remote controls.

1 Provide disinfectant cleaning suppliesd routinely clean/disinfect all common
equipment such as; tools, trucks, loaders, backhoes, excavators, steering wheels,
equipment controls, and door handles.

1 Establish housekeeping assignment schedules to ensure frequency and strategy of
disinfectantcleaning is appropriate.

1 Provide alcohebased hand sanitizer in all common areas, and personal size for
individual use, to the extent practical.

1 COVIEL9 is highly susceptible to hand washing; encourage employees to wash hands
frequently with soap and water for at least 20 seconds, especially after using the
bathroom, before eating, after blowing your nose, coughing, sneezing, or touching your
face Always wash hands with soap and water if hands are visibly dirty, as opposed to
using hand sanitizer.
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1 Encourage employees to avoid touching eyes, nose, mouth, and face. Cover cough or

sneeze with tissue, then throw tissue in the trash.

1 Encourage employs to limit the sharing of any personal items such as; pencils, pens,

phones, etc.

1 Encourage employees to have a reliable contact person in the event they need to be

transported home.

1 Isolate camps that have confirmed case(s) of C&¥IFax or scan necewy
paperwork and documents, establish location outside of camp quarters for deliveries.

Moveable Bridges
Bridge Specific
1 Ensure employees have relevant information on CaMID
https://www.cdc.gov/coronavirus/2018cov/index.html
https://www.maine.gov/dhhs/mecdc/infetious
disease/epi/airborne/coronavirus.shtmil

1 Routinely clean/disinfect all frequently touched surfaces in the workplace such as;

workstations, countertops, doorknobs, and remote controls.

1 Routinely clean/disinfect all common equipment such as; compupdrsnes, radios,

tools, equipment controls, door handles, and railings.

1 Establish housekeeping assignment schedules to ensure frequency and strategy of

disinfectant cleaning is appropriate.

1 Provide alcohebased hand sanitizer in all common areas, and geaksize for

individual use, to the extent practical.

9 Isolate bridges that have confirmed case(s) of CEM@lFax or scan necessary
paperwork and documents, establish location outside of camp quarters for deliveries.

Critical Infrastructure
f EstablishreJf  OSYSyYy i hLISNI G2NET ¢2 Q&
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MaineDOT Region 3
Continuity of Operations PlanCOVIB19

I.  General Policy
a. Education
i. The information provided by Maine may be found at:
1. https://www.maine.gov/dhhs/mecdc/infectious
disease/epi/airborne/coronavirus.shtml

ii. Employees are advised to clean their hands with soap and water for at least 20
seconds. If soap and water is not available, hands should be cleaned with an
alcohotbased land sanitizer that contains at least-88% alcohol

iii. Employees are encouraged to wear face masks, and 2 have been provided for
each employee.

iv. Visit the following CDC websites regarding coughing and sneezing etiquette and
clean hands for more information

v. Advise employees to recognize symptoms and stay home when you have them.

vi. Review the symptomsof Coviddp ' YR G KS wS3IA2yQa /2y lAyc

Region employees. Send a signed copy to the Region Office
vii. Update employee contact lists and ensure this infotimais readily available to
supervisors
b. Symptoms

i {AO0] SYLX 28884 418R (G2 OFtt AY FYyR y2i

ii. If already on site, sick employees should cover their noses and mouths with a
tissue when coughing or sneezing (oredimow or shoulder if no tissue is
available)
iii. Ask employee with flu like symptoms (fever, body aches and cough) to go home
until their fever has been over for 24 hours
c. Sanitization
i. Ensure small hand sanitizers are available to employees as available

i. Ensurf  NBS &F yAGAT SNDRa o62aGidGtS I NB L)X I OSR

might congregate

iii. Disinfect/sanitize common equipment and tools, such as, loaders, hand tools,
etc. after each use

iv. Disinfect/sanitize bathrooms, kitchen and other common areas daily.

v. Limit the sharing of personal items, pencils, phones, etc.

vi. As supplies are running low, camps have been directed to use a bleach solution
(1/3 cup per gallon of water) that is to be refreshed every morning

d. Social Distancing
i. Agree on an isolation area for @aFacility
ii. Remind all staff to avoid hand shaking
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iii. Create secondary break room on 2nd floor to avoid cross contamination
iv. Region office closed to public without prior appointment
1. Any TCS/TCL needing office supplies, or toygiéttrop-off paperwork
will prearrange and do so in entryway only
2. Any meetings with the public will be held in lower conference room.
Visitors will enter and exit through conference room directly, without
going through office
v. Adhere to common public health hygienic recommendations bshivey your
hands after touching commonly used items or coming in contact with someone
who is sick
1. Proper hand washing includes scrubbing your hands for at least 20
seconds with soap and water
2. If soap and water is not available, hands should be cleanedanith
alcohotbased hand sanitizer that contains at least3@% alcohol
vi. Avoid touching your face, nose, mouth, and eyes
vii. Practice proper coughing/sneezing etiquette
viii. Properly dispose of anything that comes into contact with your mouth, such as
tissues or platc eating utensils
ix. Avoid coming into contact with people displaying symptoms of iliness
X. If working in close proximity with others, attempt to keep a distance of 3 feet
from the nearest person while working
xi. All office and TCS to install and utilimetant messaging program (Microsoft
Teams) to reduce need for some quick face to face meetings
xi. ash SYLX2e8SSa gAatt 2yte o6S ft26SR 2yS
social distance can be maintained
1. Region has rented three #6ot passenger vans, algrwith 2 that are
already in the Region to shuffle people to job sites
2. Employees are allowed to use their personal vehicles if uncomfortable
in a State vehicle
e. After Exposure
i. Notify your supervisor when calling in sick if you have flu like symptoms or if a
family member has the flu. Usually employees will feel severely sick with a
fever, fatigue and cough
ii. Ensure employees have a contact person to pick them up if needed
i. tK2NRdzZAKE & RAAAYTFSOGkalyAGAT S GKS aaoj]
and any wok vehicle the employee drove
iv. Continue thoroughly disinfecting/sanitizing common areas until the flu exposure
limit has passed
v. Restrict the work location, as much as practical, to employees already exposed
to the flu

vi. Notify the Region Office of a possiblew exposure
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vii. Notify TOM when you cannot meet your minimum LOS due to employees being
out sick
viii. Supervisor contacts Region Office and activate Continuity Plan

iX. thaQa ¢gAff NBRAAGNAODzIS SYLX 28S8S8Sao wS T

priority routes
[I.  Operatims Continuity
a. Region Office
i. No one is allowed in Region office without contacting Region Manager and/or
Superintendent first
1. Staff in office will prepare items for quick pigk
2. Staff in office will sanitize after person leaves
ii. Essential Work
1. Permits
a. Permits for utilities, highway openings, and access management
should continue. Region Traffic Engineer and Region Engineer,
along with Head Clerk are essential in producing these
documents
2. Bill Paying
a. Payment of invoices is critical to ensure continuegpy of
materials, utilities, parts, and products. Head Clerk is essential in
processing these
3. Payroll
a. Payroll is an essential function. TOMs, Superintendent, and
Region Manager are essential in processing this
4. Ca[ k2 2NJ SNRA& /2YL) ! RYAYA&UNYI GAZ2Y

a. Wemustmaii | Ay SEA&GAY3IZT YR LINROSaa

Comp information to meet Federal and State Guidelines. HR
Specialist is essential in processing and tracking these
5. MATS Administration
a. MATS is a critical MaineDOT system for work reporting and
crew payroll. Dad TOM is essential in this operation
iii. Essential Personnel
1. Region Manager
a. Denis Lovely will work from home if quarantined
b. Tim Cusick will back up if Denis becomes unavailable
2. Region Engineer
a. Mark Hume will work from home
b. Tim Soucie will back up if Mark becesunavailable
3. Region Superintendent
a. Tim Cusick will work from home if quarantined
b. Denis Lovely will back up if Tim becomes unavailable
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4. Traffic Engineer

a. Tim Soucie will work from home
b. Mark Hume will back up if Tim becomes unavailable
5. TOMs
a. Bill Emery will wrk from home if quarantined
b. Bob Holbrook will work from home if quarantined
c. Mahlon Presby will work from home if quarantined
d. Brian Haynes will work from home
e. Kevin Davidson will work from home if quarantined
f. All TOMs will back up if one becomesavailable
6. HR Specialist
a. Sonya Fuller will work from home
b. Bethany Mulcahy will back up if Sonya becomes unavailable
7. Head Clerk
a. Bethany Mulcahy will work from home
b. Bethany will come into office twice a week to open mail and
scan new work to herself and QAQ &
c. Main office phone line will be forwarded to Head Clerk, unless
she becomes unavailable to work
d. OAIl Tracy Bonnevie and OAIl Gabrielle Luce will work from

home and will back up if Bethany becomes unavailable

8. Work from home

a.

Some noressential staff wilvork from home, including
hOOdzLr GA2y L+t { I FSGe {LISOALFfAAGZI h
Inventory & Property Associates
We will ensure that employees who may need to work from
home will have the capability to do so in advance
Staff working from home will contgte training courses shared
by HR
Working from home will have the following expectations:
i. Approval to work remotely does not imply that a
position is eligible for telecommuting
i. ¢KS SYLX 2eSSQa althrNERI 220 NB:z
will not change
iii. Theemployee agrees to comply with all existing job
requirements and expectations in effect while in the
central worksite
iv. Normal work hours are to remain the same while
working from home, unless otherwise agreed upon by
the supervisor
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v. Employee will setip andutilize call forwarding or
voicemail
vi. Employee will promptly notify supervisor when unable
to perform work assignments due to equipment failure
or other unforeseen circumstances
vii. Management has the discretion to determine whether
to allow working frorK 2 YS 6 KSy |y SYLX 28 S
dependents may be in the home during the working
hours. If approved, time the employee spends caring for
dependents or on other personal business will not be
counted as time worked
viii. The employee must gain pagpproval from supervisor
prior to using any accrued leave
ix. The employee should complete a work log to document
work completed when working from home
X. There should be regular cheats during which the
supervisor and employee review completed work and
status of items in progress
iv. Crtical Supplies, Services, Products
1. Office heating fuel, electricity, water, and sanitization on a set schedule
are critical
2. Region has enough salt within the Region to finish out the remainder of
the 2019/2020 Season. Will need toaddress if situationuns into the
2020/2021 Season
3. Fuel & parts to be addressed by Fleet
b. Crew Camps
i. All camps closed to visitors
1. TOMs and other staff who does not typically work in that camp will not
visit camps unless emergency
2. OSS will not visit camps
ii. Crews will be working 40-hour shifts, with TOMs calling in someone if issues
arise on Friday
iii. Essential Work
1. Road Treatment
2. Road Maintenance
iv. Essential Personnel
1. With current staffing, we anticipate being able to maintain current LOS
in the event that an entire camp is quarargnh, with assistance from
other crews and office TCLs
a. If unable to maintain, we will focus on Priority 1 & 2 roads, and
take care of Priority 3 & 4 roads as able
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v. Critical Supplies, Services, Products
1. Heating fuel, electricity, water, arghnitization on a set schedule are
critical
c. Movable Bridges
i. None in Region
d. Visitor Information Centers
i. None in Region
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MaineDOT Region 4
COVIBL9 Continuity of Operations Plan

Operations Continuity
Region Office

Essential Work

MATSAdministration:

Permitting:

Supervision:

Paying of invoices:

We need to continue to document our work that is completed,
and the hours worked by our crews. To accomplish this, we
need to continue to utilize the MATS system and Erega TOM
andAssistant Data TOMre critical to this function.

Processing of Utility Location, Highway Opening and Driveway
and Entrance Permits will need to continue. Benior
Technician®verseeing these permit processes as well as the
Region Engineeare critical to oversight of work being done by
others within the highway right of way.

Continued supervision and oversight for overall crew
operations, including Fleet, are needed when M&O is in an
emergency situation. Crew based supervisors need information
and a way to coordinate with otlmerews and Regions. The
Transportation Resource Manag&nd theTransportation
Operations Managersre critical to this function.

It is critical that we pay our vendors in a timely fashion to
continue receiving material, services goarts. The Office
Assaociate lls critical for this function.

Essential Personnel Region Manager; Transportation Resource Manager, Region

Engineer, Region Traffic Engineer, TOMs, Technicians, HR
Specialist, Clerk IV, Office Associate Il, Safety Specdlaigract
Specialists. Encourage and facilitate telework where possible.

Critical Supplies & Services

1/7/2021 9:18 AM

Heating Gas/Fuel and repair services
Electric, water and sewer utilities
Janitorial Cleaning services & supplies.
IT Services
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Crew @mps

Essential Work

Snow & Ice Control:

Equipment Maintenance:

Equipment parts

This activity is essential and will continue to the best of our
ability based on available drivers. Strategies that may be
employed if there is a shortage of drivers include:

i

i

i

Emergency Response:

Disinfecting & Sanitizing

1/7/2021 9:18 AM

i

i

Use other certified employees such aschanics,

supervisors Project Development employees and contracted

retired employees to plow.

Lengthen plow beats as much as practicably possible.
Communicate with other Regions on sharing resources.
Concentrate plowing efforts on priority 1 roads suchtees
Interstate.

Move people from outlying crews to focus on the higher
priority roads.

Limit the level of plowing between 10:00 pm and 5:00 am.

Based on available mechanics, prioritize repair of
equipment to ensurequipment performing critical
functions is repaired first.

As needed, utilize equipment dealers to provide
maintenance services.

Communicate with other Regions and Fleet Services about
sharing resources.

Contract with retired mechanics to work in the gges.

MaineDOT crews will need to have the capability to respond

to emergency situations to ensure public safety such as
assisting State Police at accident sites, removing downed
trees and assisting during floods.

Perform as much genal maintenance as possible
(patching, brush cutting, sign maintenance) given crew size
and social distance requirements.

Disinfecting and sanitizing of rest rooms multiple time a day
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U Disinfecting vehicles, equipment and toolseafevery use

U Disinfecting of frequently touched areas and flat surfaces
Essential Personnel: ~ Crew Supervisors, Crew Leaders, Transportation Workers,

Mechanics

Essential Supplies:  Salt, sand, fuel, water, power, cleaning supplies and
disinfectants, pavemerpatch

Social Distancing Strategies:
0 Split up crews to groups of 10 and under by having different
reporting areas in the am, monitor lunchtime conjugation
and maintain separation at the end of the day.

U No more than 2 people per vehicle

U Conduct safety training within these small groups.

Visitor Information Centers

Essential Work:

U Disinfecting and sanitizing of rest rooms multiple time a day
U Disinfecting of frequently touched areas and flat surfaces
U If unable to staff the information centers, encourage use of
internet links to obtain trael/tourism related information.
Essential Staff Cleaning Contractors

Essential Supplies:  Fuel, water, power, cleaning & bathroom supplies and
disinfectants
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MaineDOT Region 5
COVIBLY9 Continuity of Operations Plan

General Policy

Education

1 Supervisors are to print and post any updated information related to the current
coronavirus update that is sent out through official MaineDOT communication channels

T Review the symptoms of Coronavirusgomand t he
employees.

1 Any employee planning to travel out of the State of Maine should notify their supervisor,
who in turn will notify the Region office with State or Country the employee plans to
visit. Based on current risk assessment from the CDC folatetion, the employee
may be asked to selfuarantine at home for the recommended days to ensure their safety,
as well as the safety of their-woorkers

1 Wash hands often with soap and water for at least 20 seconds. If soap and water are not
available, se alcohcbased hand sanitizer.

1 Avoid shaking hands as a greeting.
{1 Avoid touching your eyes, nose, and mouth with unwashed hands.
1 Avoid close contact with people who are sick.
{ Stay home when you are sick.
1 Cover your cough or sneeze with a tissue, themnthihe tissue in the trash.
1 Clean and disinfect frequently touched objects and surfaces.
1 Limit the sharing of personal items, pencils, phones, etc.
Symptoms
Fever
Cough
Shortness of breath
Sanitization
1 Ensure small hand sanitizers arailable to employees as requested (as availability
allows)
T Ensure | arge sanitizero6és bottle are placed
congregate (as availability allows)
1 Wipe steering wheels, controls, and handles of vehicles after each use.
1 Clean common equipment and tools, such as, loaders, hand tools, etc. after each use.
1 Clean bathrooms, kitchen and other common areas dalily.
1 Inthe event commercial cleaning supplies are not available, a solution of 1/3 cup of

bleach per gallon of water Wibe used to disinfect areas. This bleach/water mixture has

a shelf life of approximately 24 hours so only mix up as much as you plan to use in a day.
1 Employees need to be aware of any requirements of the SDS sheets for the cleaning

materials they are usy. Specifically, latex gloves should be worn when cleaning and

any other PPE recommended by the SDS sheet
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1 Supply small hand sanitizer, large hand sanitizers and spray bottles to employees (as
available)

1 Ensure all common surfaces (door handles, break rbathroom) are wiped down daily
with a cleaner that will kill the coronavirus (reference CDC website for guidance)

Social Distancing

As much as practical, hold virtual meetings by phone or Skype as opposed to large

gatherings. In accordancewithamt gui dance from the Govern
gatherings larger than 10 people will be held.

After Exposure

1 If someone in your home has been asked by Maine CDC tonseiitor for symptoms,
follow the precautions outlined above and -setnitor as you gootwork. If you prefer to
request vacation, comp time or sick leave during this period, such request may be granted
based on operational need. If the person in your home becomes symptomatic, please check
with a medical professional for guidan@ontact your supervisor if medical direction will
require you to be out.

1 Management may ask employees with flu like symptoms (fever, body aches and cough)
to go home until their fever has been over for 24 hours. Employees may be asked for a
d oct o rpdacsto their return to work.

1 Notify your supervisor when calling in sick if you have flu like symptoms or if you have
tested positive for coronavirus.

1 Supervisor contacts Region Management (Region Manager or Personnel Manager) to
advise and discuss neagppropriate actions.

T Thoroughly c¢clean the sick employeebs work

vehicle the employee drove.

Continue thoroughly cleaning common areas until the exposure limit has passed.

Restrict the work location, as much as practical, to employees already exposed to the

virus.

1 Based on circumstances, consider limiting the number of employees who operate a piece
of equipment (e.g. have one employee run the loader rather than havingneviead
themselves during a storm)

1 Update employee contact lists and ensure this information is readily available to

supervisors.

Ensure employees have a contact person to pick them up if needed.

Notify the Region Office of a possible crew exposure

Notify TOM when you can not meet your minimum LOS due to employees being out

sicki TOM will work with other management staff to reallocate staff, if necessary

1 Employees who come to work who are obviously ill or who say they are not feeling well
may be asked tgo home until such time as they have no symptoms

E
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Operations Continuity
Region Office
Essential Work
1 Staff that can work from home (Region Manager, Region Engineer, Superintendent,
TOMSs, OSS, Region Traffic Engineer, Personnel Specialist) will ertat they have
the RSA token on their laptops and that it works from their home in the event that the
Region office has to be closed. As requested and approved, employees will be allowed
to work from home.

Crew Camps

Essential Work

Our core missin during this time of year is plowing snow and ensuring the safety

of the travelling public.

Essential Personnel

TCS, TCL, TWbs

Critical Supplies, Services, products

Cleaning supplies that will enable crews to properly sanitize their areds

Snow and ice control materials (salt, sand, liquids)
In the event that salt supply chains break down, the Region has enough
salt on hand to get through the rest of the winter by focusing salt use on
the Interstate and Priority 1 roads and utiliz&agnd on other roads

Interstate Rest Areas
Essential Work
1 Continue to clean and disinfect as specified in the existing contract (most common areas
and surfaces are cleaned and disinfected four times per 8 hour shift)
1 Inthe event of an outbreak thagsificantly affected the Region or the State, consider
closing the Medway Rest Area after consulting with Augusta HQ
Essential Personnel
Interstate rest areas are staffed by a contractor. In the event that the contractor is no
longer able to provide séce, the rest area could be closed, or staffed with MaineDOT staff.

Essential Supplies, Services, products

The continued availability of cleaning and disinfecting supplies are critical to the
operation of the rest area. In the event these prodigect®donger available, the rest area may
need to be closed.
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Appendix B

Social Distancing Strategies

Encourage employees to adhere to CDC Steps to prevent the spr€hiBbL9
0 https://www.cdc.gov/coronavirus/201Shcov/about/stepswhen-sick.html

Encourage employees to avoid larger group gatherings and maintaining approximately
six feet from othersvhen possible.
Agree on an isolation area for each Facility

Remind all staff to avoid hand shaking
Create secondary break room to avoid cross contamination
Adhere to common public health hygienic recommendations by washing your hands
after touching commoly used items or coming in contact with someone who is sick
1 Proper hand washing includes scrubbing your hands for at least 20 seconds with
soap and water
1 If soap and water is not available, hands should be cleaned with an alcohol
based hand sanitizer th@ontains at least 6@5% alcohol
Avoid touching your face, nose, mouth, and eyes
Practice proper coughing/sneezing etiquette
Properly dispose of anything in contact with your mouth, such as tissues or plastic
eating utensils
Avoid contact with people dispying symptoms of illness

1/7/2021 9:18 AM Paged6 of 365


https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html

MaineDOT Maine Department of Transportation

Appendix C

D2OSNY2NRA hFFAOS DdzA Rl y O

Dated 12/3/20
With Gratitude, Important Employee Information for 2021
Dear State of Maine Employee,

| hope that you had a safe and restful Thanksgiving Holiday. | #rese last few months have been

difficult and that you may have been unable to take deserved time away from work during the ongoing
pandemic. Please know that your efforts to provide critical services to Maine people, especially during

these trying timesis deeply appreciated. With gratitude for your efforts and in support of your health

andweltdo SAy3az L Y LXSFaSR (2 Fyy2dzyO0S G(GKIG Y& | RYAY
unions on [

All State Employees Can Cai®ver Unused Vacation Time to 2021

All State employees will be able to canyer all unused vacation time from 2020 into 2021, even if
vacation time exceeds the typical maximum accrual. Recognizingiétething from work to rest

YR NBOKINHS RdzZNAYy3I GKS LI YyRSYAO KlFayQd ltglea
provision is offered in gratitude for the many State employees who have been unable to take time

off while shouldering their increasl workload during the COAD® pandemic. (Detailsere.)

et {GFGS 9YLX 2885Sa (2 -SwyBdne@BuRealSigk [ S FS a) LI C
la &2dz 1y263x {01GS 62N)] Nz I&sie ydiBhprdeif Ndb fed $ick.( & 2 dz
This is so important in our fight against CO¥® To that end, for 2021, all State employees will
NEOSAGS GKSANI aA01 fSIH@S adz) Twiéklyhasis) ihddde yioki S NJ G K |
need to use it. Plese, | urge you, use your sick time to stay home if you are feeling unwell.

(Details )

/I h+L50FNBE ! RYAYQ [SI @S '@l AflofS (2 9YLX28&SSa
In recognition of the hardships caused by CGYDI am launching COVIDcare for 8&@mployees

in 2021. Eligible State employees may use up to 80 hours of paid COVIDcare administrative leave if
guarantining or isolating as a result of COXYf) when caring for someone with COMI®), or for

COVIEL9 related childcare issues. (Detailse.)

Leave Time Flexibility
My Administration will continue to allow employees to use their sick time or other paid time off if
experiencing childcare issues due to COIAID(Detailshere.)

Contractual Pay Raises Effective January 3rd
¢ KS bl RRKRNRLE LINS@GAZ2dzaft e yS32hLeprocasSer nektndtitho F NH I A
per contractual obligations, with the improved hourly rates effective as of January 3, 2021.
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ConfiBydAlf SYLX2eS8Sa gAftt NBOSABS GKS alyYS at
(Please note: Appointees and electeds wiit receive this raise as originally
planned.)(Details! )

I hope that these inititives will make it a little easier for you and yours to stay heajtay we all do our
part in the fight against COU®.

| also want to take a moment to update you on our remote work policy during inclement weather:

In general, storm delays eancelations are meant to keep people off the roads to allow our public
safety personnel to do their jobs and keep us all safe. In inclement weather, any storm delay or
cancelations for State employees will be announced via the Citizen Alert Sysien{ ), the
State weather announcement line at 20624-7546, or local TV and radio statiodgsent a commute,
teleworkers are expected to work even in the event of a storm delay or cancelatioig

Every day | am grateful for your commitment to public service even during these challenging times. It is
my honor to serve alongside you as Governor of the Great State of Maine.

Please, keep the faith and stay safe.

Dated 11/19/20
With COVID -19 Cases Rising, Mills Administration Announces More Public Health and
Safety Measures

Starting tomorrow, certain businesses statewide will close every day by 9:00 PM; Keep
Maine Healthy Program Extended; Additional Walgreens Testing Sites Open

Following an alarming increase in COVID 19 cases, hospitalizations, and positivity rates
in the State of Maine, the Mills Administration today announced new measures to
mitigate the spread of this deadly virus.

Beginning tomorrow, Friday, November 20, 2020, through Sunday, December 6, 2020, all
outdoor and indoor amusement venues, movie theaters, performing arts venues,
casinos, and businesses that provide seated food and drink service, including social
clubs, restaurants, and bars and tasting rooms currently open for outdoor service, will
close for the night by 9:00 p.m. This limit on hours is designed to limit extended
gatherings at a time when many students and family members are returning to Maine
and at a time when social gatherings are more common, both of which will likely lead to
more COVID-19 transmission
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Dated 11/13/20

Ahead of Holiday Seasn, Mills Administration Announces Massachusetts No Longer

Exempt from Quarantine or Negative Test Requirement.

The Mills Administration announced that, effective Monday, November 16, 2020, Massachusetts

is no |l onger exempt f rmegatveNestiregerément. People cammng henee o r
from Massachusetts must either quarantine for 14 days or receive a negative COVIDP19 test with

a sample taken no longer than 72 hours from arrival in Maine. This protocol applies to Maine

residents returning from Massachusetts or another of the non-exempt states.

Dated 7/10/2020

Thank you for your continued efforts fo
Below, please find some new (well, new from this format) information and some
reminders, in similar style to the email senf\pril.

New Information

Here is &tate of Maine Employee Guiadth guidelines all employees must
follow. Please be sure to check it out and refer to it at home and at work. It
includes the important message STAY HOME if you are sick; provides-a self
monitoring daily checklist; reminds us to wear face coverings and maintain
distance; and more. Thank you following the work rules and guidance to ensure
the health and safety of all employees.

1 The Eastside Wellness Center in Augusta and the Bangor Wellness Center
have closed effective June 30. We had to consider the significant operating
costs for these o¢ers, the approaching end date of the current vendor
contract, and the COVHpelated changes that would need to be madhee
wellbeing of our workforce remains a prioritAs a reminder, the State
offers several wellness options for employees and estirEhegym
reimbursement prograhas restarted effective July 1; Anthéealth and
fitness discountare available for plan participants; and there $shaer
Sneakerprogram for retirees. You camfi more information about these
programs on th&mployee Health & Benefits website

1 Many Maine employees, like employees across the nation, are victims of a
scheme targeting state unemployment program funds. The scheme includes
the filing of fraudulent unemployment claims using stolen personal

data. This is our personal information thiaés been hacked from any
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number of sources t hThisisdcompescrinnnal t he
scheme; this is not a hack of our state systems. DAFS and the Department of
Labor have established a notification process for state government
employees wh are impacted by this scam. As DOL becomes aware of a

state employee falling victim to a fraudulent claim, they will inform the

Bureau of Human Resources, who will in turn contact the employee to
provide information and links to resources that help ptotear identity. If

you believe you may have had a false unemployment claim filed using your
identity, please immediately contact ydiureau of HumaimResources
professional and the Maine Department of Labor at:
https://www.maine.gov/unemployment/idtheft/

9 To minimize the spread of the corona
traveling across state bordetdere is an FAQ issued by Maine DHHS on
thehst anding or de¢rlbtestiimgar di ng COVI D

17 Pleae dondét bring your own cleaning pr
specific workspace that needs additional cleaning, please let your Building
Contact know; PMD will make every effort to accommodate requests. An
agency may order approved disinfectarges and hand sanitizer (as well as
masks and gloves) through the Division of Procurement Services.

1 Because of service changes caused by the pandemic, the State will allow
Flexible Spending Account (FSA) participants to change their annual
election amouts from July &hrough August 15, 2020. Changes will
become effective as soon as administratively feasible (there may be a lag
based on election change timing). FSA members are not allowed to decrease
their annual el ecti ons edbuthawe novyetat t h
paid in payroll deductions. Members wishing to change their FSA elections
should emailnfo.benefits@maine.gov

1 7,150 state employees completed the Ttamson Sur vey (thank
some information about fuel emissions aniks traveledve 6 ve saved b
working from home. To view the survey summary, clieke

As A Reminder
1 Work with your supervisor to determine the best time to attend one of the
MS Teams training events listed below to learn more about the
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Classification and Compensation Studynd how to complete a job
description qa)}iadnore mforaationabolt fihig uQy

in the Statewide email | sent out dunly 1. In addition, FAQ(Frequently

Asked Questions) and a recorded presentation will be posted at this Intranet
site: http://inet.state.me.us/dafs/clagsmpstudy/index.htmlIf you require

an accommodation for either the presentation or the JDQ, please reach out to
the EEO Coordinator in yolruman resource office

Monday July 13: 1:30 pmi 3:00
pm: https://tinyurl.com/yd6bbv2m
Tuesday July 14: 9:00 ami 10:30
am: https://tinyurl.com/y7r7xybb
Tuesday July 14: 2:00 pmi 3:30
pm: https://tinyurl.com/y8444vrz

1 Vacation accral maximums have been temporarily increased for all
bargaining unit employees through December 31, 202@ new temporary
accrual maximumdo not adjust the contractual maximum amount of
vacation that can be paid out to an employee upon termiriatioose
remain unchanged. The temporary maximums are through December 31,
2020. In January 2021, we revert back to the maximums in the applicable
contracts, and time over the maximum will be lost.

1 As of June 26, 53 percent of Maine people haversslioneéd to the2020
censusNearly 39 percent of those people took the census online. If you

know people who havendt completed it
and Itdéds | mportant!!
1 TheHealthPremim Credit Program deadline fo

extended to September 30,
2020. https://www.maine.gov/bhr/oeh/benefits/heghfemiumcredit

1 Always renember to wash your hands, maintain physical distancing, and
wear your face covering in and out of the workplace.

q StatewideCOVIDL 9 i nf or mati on may be found ¢
website:https://www.maine.gov/covid19/
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1 For state employespecific links and
updates:https://www.maine.gov/dafs/cowti9

Dated 5/27/20

Administration restricts reopening of restaurants in Androscoggin, Cumberland and York
Counties to outside service only

Governor Janet Mills today announced an wupdat
Mai neds economy as the stat e starpdpteforStage@sf t he s
the plan.

The Mills Administration announced today that it is postponing the full reopening of
restaurants for dine-in services in York, Cumberland, and Androscoggin counties.
Restaurants in these counties were tentatively scheduled to reopen to dine-in services
on June 1 (Stage 2) but are now restricted to reopening to outside dining service only
beginning on that date in addition to continuing to provide take -away and delivery
services. The decision to limit their reopening comes amidst an increase in
hospitalizations as well as an increase in case counts in these three counties, both of
which are metrics monitored by the Maine Center for Disease Control and Prevention
(Maine CDC). A date for the reopening of dine-in services in these counties is yet to be
determined.

0Given the trends we are seeing in certain pa
the plan to align with what is in the best interest of public health. To that end, rather than

permitting dine-in services in Androscoggin, Cumberland, and York Counties as we had

originally planned, we will be allowing outside dining only with precautions, a move we

believe is safer for the health of Maine people andhat balances the economic needs of

these businesses, 6 said Governor Mills.

In the wake of this change, the Department of Health and Human Services and the
Department of Administrative and Financial Services, which have licensing authority, are
streamlining and expediting approval of licenses to facilitate outside -only dining.

Aside from this update, Stage 2 will move forward as planned. This means that on June 1
restaurants in Penobscot County will be allowed to voluntarily reopen for both indoor
and outdo or dining services with strict health and safety precautions, joining the twelve
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other rural counties where such establishments have been permitted to reopen as part
ofthe Governor ds r ur aAlthough Bepobstot Gogntyfhas deen identified
as an area with community transmission, the decision to allow it to reopen as scheduled
results in part because the county has not had more than three new cases a day since
April.

Additionally, on June 1, retail businesses in York, Cumberland, Androscogginand

Penobscot counties d counties where these businesses have been closed to indoor

shopping & will also be permitted to voluntarily reopen, also with strict, sector-specific

health and safety precautions. These businesses now join those in the other twelve

counties permitted to reopen as part of the G

The Administration contin ues to closely review the status of gyms, fitness centers, and
nail salons, the reopening of which were paused last week as a result of concerns about
the transmission of the virus in these settings. View a complete outline of Stage 2 with
COVID 19 Prevention Checklist guidance

OWe recognize this is an incredibly difficult
do all we can to work collaboratively to develop solutions that kep people safe and create

opportunities for businesses, 6 said Heather J
Economic and Community Devel opment. o0We belie

we will continue to examine similar opportunities moving fonwa r d . 6

Throughout the reopening process, Maine CDC has monitored epidemiological data,

including case trends, hospitalization rates, and reports of COVIDlike symptoms, as well

as health care readiness and capacity. The Administration also continues to evliate

standards outlinedinthe Gover nor 6s r eopenisudhasiests)g on st at em
capaci ty anabiltythoend®tcantae hasing. It is a review of these metrics

in their totality and in context, as opposed to the daily change of a single metric, that

informs decisions. Decisions also take into account the insight of Maine CDC

epidemiologists; for example, whether an increase in cases is related to an outbreak in a

congregate living facility or to spread among close contacts of a previous positive case.

Il n the past two weeks, Ma i-IDedses has mareadedamd c on f |
there hasbeenan uptick in hospitalizations. However,
readinessad including the availability of ICU beds, non-ICU beds and ventilators

remains adequate.
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oData and science continue to gui dke9Madi a®ids p
Dr. Nirav D. Shah, Director of the Maine Center for Disease Control and Prevention.
OExpanded testing capacity and enhanced cont a
we review daily fluctuations in metrics and longert er m trends. 0O

Adjusted for pop ulation size, as of today, Maine ranked tenth lowest in the nation in
terms of positive cases; 39th in the nation in terms of deaths; 30th in terms of patients
ever-hospitalized out of the 35 states reporting; and 17th in the percentage of people
who have recovered out of the 41 states reporting.

Recently, the Mills Administration has morethant r i pl ed t he Stateds test
through a partnership with IDEXX, eliminated its testing prioritization system to allow

anyone suspected of having COVID 19 to be tested, recommended universal testing in

congregate living situations after a single confirmed case,expandedthe St at eds cont a
tracing system, and announced the deployment of Federal fundst o ex pand t he St
lab capacity, bolster rural hospital lab capacity, and establish drive through testing sites.

Dated 5/14/20

| hope this email finds you and yours well on this sunny day. First, let me say, thank you to each
and every one of you forour efforts to keep State Government working as we navigate these
unprecedented times. There is no question these last few months have generated many
changes, and you may be facing each day with new challengaging remotely or alone in

the office orfield; kids home because of daycare or school closures; family members unable to
work; or, sadly, the loss of a loved one.

Know that you matter; know that your best is your best; and know that you can reach out for
help. Your manager can steer you fgpaopriate supportHuman Resources professionhéve
knowledge of benefit options and resources. And, as part of our benefit packagey
Resource§Employee Assistance Program) is available to you and your family members for
assistance with legal, financial, and mental health concerns.

Whenl last emailedthe Governohad announced alanfora3d NJ RdzF £ NBadlF NI 2F &
economy.Weshared thaio  a SR 2y (i fpl&n, they@didljeentdivtworkers and

reopening at most of our facilities will not begin until at least June;w@athtroduced a

Transition Committee working on that shift. Todag are letting you know thaBreena Bissell

the{ 6 6SQa S5ANBOG2NI 2F | dzY ITnsitioS GdndzNdddlie | YR Y S Y&
sending out a statewide survey to employees very so®idhen you receive the email from
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Breenaplease open and click the link to the surveyt is not spam. This short suay will
capture your work situatiomas well agourthoughts and considerations fonoving forward.
Information will be shared with your manageasd usedn decision makingnd planning;
therefore, please be sure to enter your name and department inforamatThank you in
advance for your participation in this effort.

Dated 4/29/20
The Governor hasnnounced: &l FSX 3INI Rdzrf LX Iy G2 NBAGI NI a
PartofthisplanA @ | & LISOAFAO AGaNBIdZANBYSyd G2 6SI N Of 2

LIKeaAOlIf RAAGIYOAY I YSI HetzBdcutiveNEderRASEE A Odzf G (0 2
Appendix N} Y R 0 gréss rél€ase

This guidance is meant to add a layer of protection from infection as we open more
businesss. If it is hard to ensure consistent physical distancing, then the cloth face covering is
required.

| & D2OSNY2N)J aAffa aidlisSaz a.@& 4SFENAy3 I Of 23K
protecting others, and when others wear them, they &iking an important step in protecting
e 2dz @

What does this mean for state work spaces?

The Orderincludesdt 9 YLJ 2@ SNB Ay aSdiaAy3aa GKIFIG INB y20G G
determine the persons who should wear a cloth face coverirtheit workplace and shall
LISNYA GO Fyeé SYLX2eSS gK2 glyda G2 6SEFENI I 02 @SN

As previously noted, most of our state workforce is working or dispatching remotely. And most
of our office space is no longer accessible to the publith a few exeptions due to the

nature of your work (for example, hospitals, postal workers, correctional facilities), all State of
Maine worksites should have effectively implemented social distancing measures and State
employees and visitors should be adhering tod@aneasures in and out of the workpladeor

now, wearing a cloth face covering in an environment where employees and visitors are
appropriately adhering to these guidelines is not mandatdt#pwever, you are welcome to

wear one if it makes you feel mooemfortable to do so.

2S INB aSyRAy3 dKAa d2 !ttt {drdsS 9YLX28SSasz o
aA1T S TFAGa Whdnthé tima daimnds toyransition employees back from remote
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dispatching or working, and as we-open our bcations to the public, it is likely that more
consistent use of cloth face coverings in our work spaces will be required in some form.

FASR 2y G K&n, thearanSithddirg) BiXdrkers and reopening our facilities will not
begin until at leasgune. And even then, it will be gradualVe have convened a Transition
Committee to consider the various adjustments, including cloth face covering use, that may be
required in our work spaces as a result of this pandem¥e. will provide more informabn on
the work of this Committee as it is developed.

The US CDC makes it clear that maintainifgeé physical distancing and cleaning your hands
remain critical to managing the spread of the virdhe USCDCGidviseghat wearing a cloth
face covering is not a substitute for this and other CDC hygiene guidance, which includes
staying home when you are sick.

Disposale face coverings are available no®loth face coverings have been ordered through

our Maine partner American Rootsand will be arriving and distributed sooA firstorder may

be received as early as next week, but bulk delivery of 4,000 per week will begin MAis@4.

the video in thidink shows you how to make your own cloth face coveriAgd, the Maine
Manufacturing Extension Partnership hasmpiled a list of Maine companies producing face
coveringswhich theAdministration is sharing with Maine people as a resoutached and

here are theotheremailsg SQ@S aSyd NBfFGAy3 G2 Oft204K FI OS

If you have anyuestions, please reach out toyoHuman Resources professionals

Dated 4/23/20

As a reminder, physical distancing and hygiene aglthex are the primary ways to reduce the
transmission of the COWD® virus. Most importantly¢ Do not go out or interact with others if

you are sick.

As an additional option, the U.S. CDC has suggested voluntary use of protective face coverings
when phystal distancing measures may be difficult to maintain.

If you are not a health care worker or an emergency responder or similar, the use of a face
covering is not necessary.

However, the state would like to support its employees in this voluntary recomalaison.

We will do this in two ways:

First

The State now has access to some-tinee use, disposable masks thee perfectly suitable
for state employee use for the voluntary face covering requirement.

As with most protective equipment these dayge have access to a limited quantity.
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So, these face coverings will be made immediately available to staff who are working outside of
the home and/or who interact with others during their job duties.

Agencies will coordinate with Central Services for pickup and then will distribute to their
employees.

Second

We have finalized our contract for cloth face coveringsatbstate employees.

We are contracting with a Maine vendor that will provigigproximately 800 coverings per day
starting May 4.

See attached picture.

Every employee will receive two masks.

State Postal will deliver to agencies and then agencies will work out distribution to employees.

See the following guidance for cleagicloth face coverings.

1 Fabric face masks should be routinely washed depending on the frequency of use.

1 Individuals should be careful not to touch their eyes, nose, and mouth when removing
their face covering and wash hands immediately after removing.

T Itis suggested that face masks should be washed with hot water in a washing machine,
and tumble dried on high heat.

T More delicate masks that are handsewn may need to be washed by hand. If so, lather
masks with soap and scrub them for at least 20 secondswatrm to hot water before
tossing in the dryer.

T You may also iron masks on the cotton or linen setting to kill any remaining germs.
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Maine Department of Transportation

Dated: 4/1520

Thank you all for the adjustments you have made and are makiogrttinue to provide

services across the state to the people of Maifiéanks too for the support you are offering to
each other as employeedVe hope this email finds you healthy and settling into new routines.
We are doing a different style update thisA YS X o6 dzt £t SG LIR2Ayda FyR fAyla

Statewide COVIM d AY F2NXIF GA2Y Yl & 06S F2dzyR 2V

G§KS D29@

website:https://www.maine.gov/covid19/(See Appendix P for screenshot of this webpage)

As alwaysplease go to our website for state employee specific links and
updates: https://www.maine.gov/dafs/covidl9 (See Appendix P for screenshot of this
webpage)

Did You Know?

T TheReal IDdeadline has been moved to October
2021:https://lwww.maine.gov/sos/bmv/licenses/realid.hin{See Appendix P for
screenshot of this webpage)

1 52y Q0 FT2NBSO CersusO# QB S YSRANBUNINTZA LGQA {F TS
Easyhttps://my2020census.gov(See Appendix P for screenshot of this webpage)

1 TheUnited Wayreminds us theyontinue to be here for all Mainers in times of

need.Their offices continue tavork full time to ensure people have access to services

like food, shelter, personal protective equipment, and child c&@VIB19 Respors
effort (See Appendix P for screenshot of this webpage)

T On theOffice of Employee Health and Benefits websjt¢here is a dedicate€ovid19
sectionwhere you can find updated information related to your health plan, retirement,

and wellness resource€See Appendix P for screenshot of this webpage)

1 Maine people ar e helpers, and they are everywhere. This new resource helps
Maine people to target their skills, resources, and time in the most effective and
safe ways to do the most good for our

state: https://www.maine.gov/covid19/mainehelps(See Appendix P for screenshot of

this webpage)

1 Today would normally b&ax Daybut both the Federal Government and the State of
Maine hae extended the filing and payment date of certain taxes from today to July

15. https://www.maine.govgovernor/mills/news/governormills-extendsstate-

incometax-paymentdeadlinejuly-15-2020-202003-26 (See Appendix P for screenshot

of this webpage)

1 ,2dz Oy NB@OASs I+ttt 2F GKS D2OSNYy2NNna 9ESOdz
here: hitps://www.maine.gov/governor/mills/official _document(See Appendix P for

screenshot of this webpage)
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T  We hope to haveloth face coveringsor distribution to state employees within the
next week or so.

TheFamilies First Coronavirus Response Act (FFCRA)

Passed by Congress and effective 4/1/2020, include&#panded Family and Medical Leave
Act (EFMLARNd theEmergency Paid Sick Leave Act (EPSIB&Jow is a link to a
Question/Answer document agell as a link to the leave request forms.

FFCRA Q&Attps://www.maine.gov/dafs/sites/maine.gov.dafs/ék/inline-
files/[FFCRA%200Q%26As%20for%20Employees.pdf

FFCRA Leave Request Form:
https://www.maine.gov/dafs/sies/maine.gov.dafs/files/inline
files/IFFCRA%20Leave%20Request%20Eqrdi

EPSLA Leave Request Form:
https://www.maine.gov/dafs/sites/maine.gov.dafs/files/inline
files/EPSLA%20Leave%20Request%202qdi

Teleworking:

As of April 1, approximately 85% of state employees are teleworldpgroximately 7,700 of

the nearly 9,100 designated as non 24/7, pubdifesy.

Remembe& 2 dzNJ g2 NJ] &aLJ} OS i K2YS AayQl RSWeA3IySR 7
can forget and keep sitting in one place for too long as we Zoom and Teams from meeting to
YSSUAY3IAZ odzi Ad0Qa AYLRNIFYyd G2 Y20S 2F0Sy o

Some pointers for séhg up a workspace in your home can be found on this video, recently
ONBIlI 4GSR o0& GKS {01FIiSQa SNH2Yy2YAO I ROAA2NE W a
https://www.youtube.com/watch?v=axSgFvUSpGAR2s

| SNBEQa GKS fAy]l] G2 (GKS ¢StSég2N)] .Sad tNI¥OGAOS
https://www.maine.qgov/dafs/sies/maine.gov.dafs/files/inline
files/Telework%20Best%20Practices¥W2ROEmployees.pdf

Stay active while teleworkingSee below two exercise videos for employees.
Back Strengtheningattps:// youtu.be/x9R7eX pjiOm
Desk Stretchinghttps://youtu.be/IXRwcybd7I0

As a reminder, if you have questions about your telework setup, reach out totouan
Resources professionals
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Temporary increase to vacation accrual maximums

We have reached an agreement with MSEA to temporarily increase vacation accrual maximums
for thoseemployees in MSEA bargaining unit positions
New MSEA temp maximums are effective March 26 through December 31, 2020:

Less than 15 Yeardf | 15 or More Years of
Continuous Service | Continuous Service
Admin, OMS, P&T | New temp max300 New temp max00
Supervisory New temp max325 New temp max25

Bargaining Unit(s)

CKS /2yiNREfSNRa hFFAOS Aa ¢2NJ Ay Ibednyiingr NB L2 N.
Thursday, March 26, and until the new temporary maximums are adjusted in TAMS. This lost

time will need to be restored through a manual process at the agencies. Once the new

maximums are updated in TAMS, time will automatically accrue up toghermaximums.

NOTE:

1 The new temporary accrual maximums not change the contractual maximum
amount of vacation that can be paid out to an employee upon terminatitrose
remain unchanged.

1 The temporary maximums are only through December 31, 2@&¥ective January 1,
2021, we revert back to the maximums in the contracts.

We are working on similar agreements with other unions.
Gym Reimbursement

As a result of the Cowitl9 pandemic and the requirement for na@ssential businesses to be
closed, the gym reimbursemeptogram is suspended until further notice. The gym
reimbursementforms for first quarter (months: January, February and March) will be
processedn April.

Health Premium Credit Program

T ¢KS RSI RfAYS 7T NexiekdedioSe@dmban3d, t NP2 3 NJ
2020. https://www.maine.gov/bhr/oeh/benefits/healthipremium-credit. (See Appendix
P for screenshot of this webpage)

1/7/2021 9:18 AM Pagelllof 365


https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.maine.gov%2Fbhr%2Foeh%2Fbenefits%2Fhealth-premium-credit&data=02%7C01%7CClifton.W.Curtis%40maine.gov%7C5533f425c86c483d63b808d7e78c4b91%7C413fa8ab207d4b629bcdea1a8f2f864e%7C0%7C0%7C637232462056930794&sdata=tj1EqUhwOm3IeOvTSR3Muj8Ohs1IqvJ4JVtmCKmt5cI%3D&reserved=0

MaineDOT Maine Department of Transportation

As areminder
T If you are sick, stay homéo not come to workDo not run errandsDo not go into
the office to pick up work items; coordinate with your supervisor for delivery.
T Call your health provider do not visit them in person.
T Please continue to exeise care with personal hygiene, as these measures continue to
be our best protection:
T Wash your hands frequently with hot, soapy water for at least 20 seconds
T Keep your hands below your shoulders (away from your face); and
1 Greet others from a distanc@)stead of shaking hands

Be mindful of the needs of others. Stay calm. Facts not Fear. Assume best inteB#okisd.

Maintain distance, but stay in touch.
Thanks to all of you and for all you do.
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Dated: 4/5/20

As you may have heard, on Friday afternoon, the US Centers for Disease Control and Prevention
(CDC) issued new guidance on cloth face coveringseis what it says:

fiWe n ow k nrecent sfudiegthat a significant portion of individuals Wwitcoronavirus

|l ack symptoms (fiasymptomatico) and that even
symptomatico) can transmit the virus to other
virus can spread between people interactingase proximiyd for example, speaking,

coughing, orsneezidge ven i f those people are not exhibi!t
evidence, CDC recommends wearing cloth face coverings in public settings where other social
distancing measures are difficulttomaintai ( e. g. , groceryespecieal and

areas of significantcommuntya s ed transmi ssion. 0

The majority of our workforce is working or dispatching remotely. With a few exceptions due to
the nature of your work (for example, hospitalsstal workers, correctional facilities), all State

of Maine worksites should have effectively implemented social distancing measures and State
employees should be adhering to those measures in and out of the workplacgDC makes it
clear that maintaing 6-feet physical distancing and cleaning your hands often are critical to
managing the spread of the virus: wearing a cloth face coveniag assubstitute for this and

other CDC hygiene guidance.

That said, CDC does recommend cloth face coverings as an additional, voluntary public health
measure. We will support you in this voluntary effort. The State will procure a supply of such
cloth face coverings as so0o0npadnsentpotleisi bl e. Wed
distribution to each interested State employee. We want to help you in all ways possible to stay

safe. In the meantime, the video in thig shows you how to make your own cloth face

covering.

CDC doesotrecommend that you wear surgical masks @3\respirators unless you are a
health care worker or other first responder. Our colleagues and neighbors on the front lines of the
COVID-19 pandemic need them.

We thank all of you whose vigilance and harorkvis both keeping COVIEL9 from spreading
and maintaining the services that Maine people rely on from State Government.

Recommendation Regarding the Use of Cloth Face Coverings, Especially in Areas of
Significant CommuniBased Transmission

Use of Cbth Face Coverings to Help Slow the Spread of COY$D
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Learn More

CDC continues to study the spread and effects of the novel coronavirus actdsgetie

States.We now know fronrecent studiethat a significant portion of individuals with
coronavirus | ack sy mpghatewes thosadwhneseyantpallycdevaldpi ¢ 6) an
sympt omsy ipgitpemat i co0) can transmit theThsirus t
means that the virus can spread between people interacting in close p@Xionigxample,

speaking, coughing, or sneezingven if those people are not exhibiting symptoingdight of

this new evidence, CDC recommends wearing cloth face coverings in public settings where other
social distancing measures are difficult to maintain (e.g., grocery stores and pharmacies)

especialy in areas of significant communityased transmission.

It is critical to emphasize that maintaininge®t social distancing remains important to slowing
the spread of the virusCDC is additionally advising the use of simple cloth face coverings to
slow the spread of the virus and help people who may have the virus and do not know it from
transmitting it to othersCloth face coverings fashioned from household items or made at home
from common materialat low cost can be used as an additional, votyrgablic health

measure.

The cloth face coverings recommended are not surgical mask9orés$pirators.Those are
critical supplies that must continue to be reserved for healthcare workers and other medical first
responders, as recommended by currddC@uidance.

This recommendation complements and does not replagethe s i dent 6 s Coronavir
for America, 30 Days to Slow the Spreadexternal ,igdrich remains the cornerstone of our

national effort to slow the spread of the coronavir@®C will make additional

recommendations as the evidence regarding appropriate public health measures continues to
develop.
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Dated: 3/25/20

As the Commissioner of the Department of Administrative and Financial Services (DAFS) with purview
2P0SNJ GKS {(G1F03SQa ¢2N] F2NOSzT AdG A& AYLRNIIYyG G2 YS
COVIBEL9.

As you may know, this morning DHH&sed their Lewiston office due to a confirmed case of C&9ID
Employees who report to the Lewiston office have been instructed to go home. Per Maine CDC protocols,
the office will be appropriately cleaned and in the coming days parts of the office enagopened.

While | know this news is concerning, | wanted to take a moment to discuss the steps that have been
taken to protect your health and safety. As you know, immediately following the emergence of-C@QVID
State government took steps to protect State emplaydy limiting potential exposure to the virus.

We have substantially limited our pubfiacing interactions, and we have encouraged the people of
Maine, whenever and wherever possible, to avail themselves of our online andtm/phone services.
In many instances, we have closed to the public our forwfacing office spaces.

We have encouraged those employees who can telework to do so, particularly if those employees are
vulnerable to the virus. As such, after speaking personally with each CoomeisdDAFS estimates that
approximately 70 percent of State employegexcluding emergency and public safety persornate
currently working remotely. With the support of Governor Mills, we have also moved to provide more
flexibility in the use of leaveptions, including expanding the use of sick leave with approval.

Furthermore, for those agencies with employees who are still in the office, State government is
implementing strict physical distancing measures to reduce the number of people in atkervawded

work areas and offices. If you are one of the few employees working in your office, | encourage you to be
mindful of your interactions with your coworkers, to conduct business via email or phone whenever
possible rather than iperson, and to miatain a distance of six feet from people at all times. No more
g t1Ay3 Ayid2 SIOK 20KSNRa Odzo A Of Sao

DAFS has also increased its janitorial services, cleaning more frequently and sanitizing ceumseubnly
areas of offices. We continue to urge you to wasiur hands thoroughly and often and to practice
physical distancing at all times. Most importantly, if you are sick, stay ltatoenot come to work.

Let me also personally thank you for adapting to work in this new and unprecedented environment to
enare that State government can protect your health and safety and provide critical services to the
people of Maine. You embody the extraordinary dedication Mainers are known for, even under
extraordinary circumstances.

If you have any additional questionglease do not hesitate to reach out to youwanager or HR head
and, for more information related to COVID, | encourage you to visit our ragge pageHERE
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Dated:3/20/20
Good afternoon all,

The State of Maine is in an unprecedented moment in time. Governor Mills has declared a Civil
State of Emergency and health care pssf®nals and Maine CDC experts are working around
the clock to mitigate the spread of COVID.

State government and its employees provide critical services to the people of Maine every day,

and we are working to ensure that State government can dethvese services while also

safeguarding the health and wellbeing of State employees. This responsibility to continue the
operations of the government, during this emergency when some services are needed the

most, remains paramount, and yowur valued and ddicated employees are essential to

carrying out the mission.

All agencies are working to implement methods to support social distancing and limit potential
exposure through reassignment of work areas, telework where able, and more flexible leave

options where appropriate, understanding these options are limited, especially for our 24/7
operations and public safety programs.

FromDr. Shahtodaya 2 K & ¢S YSI| y 0 &physiealistanéingR5a @By OS5V HI A
GK2aS az20Alf O2yy S QhisNsyr appaertiunkyioysgread kinBnegs ghnd I O 0 ® ¢
caring through phone calls, email, social media and other electronic outreach.

Also, another reminderAs we use more disinfecting wipasd paper towels to clean our

K2YSa IyR 2FFAO0Sas R2yWijes ant papeKtonelsd Yot lRehlg y (1 K S
down like toilet paper does in water. They are stronger, and many wipes include plastics and
materials like nylon. That means bad newsgewer systems9 Sy @A LIS&a 1 6St SR 6
will clog pipes and interfere with sewage collection and treatmeltiey should be thrown

away in the trash after use.

CKAy3a NS OKIy3aAy3a FfyYvY2ad K2dz2NIesx FyR AGQa i
tomorrow. Stay connected to updated informatiomaine.gov/dafs/coviell 9
Attached are answers to questiols2 dzQ @S | a1 SR ®

Coronavirus Disease 2019 (COVIEL9) Q&A for Employees of
Maine State Government* March 20, 2020

The State of Maine is in an unprecedented moment in time. Governor Mills has declared a Civil
State of Emergency and health care professieaad Maine CDC experts are working around the
clock to mitigate the spread of COVID.
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State government and its employees provide critical services to the people of Maine every day, and

we are working to ensure that State government can deliver theseces while also safeguarding

the health and wellbeing of State employees. This responsibility to continue the operations of the
government, during this emergency when some services are needed the most, remains paramount,

and you our valued and dedicateemployees are essential to carrying out the mission.

All agencies are working to implement methods to support social distancing and limit potential

exposure through reassignment of work areas, telework where able, and more flexible leave

options where apropriate, understanding these options are limited, especially for our 24/7

operations and public safety programs.

CNRY 5N {KIK G2RF&8Y aG2KFd ¢S YSIy o0& &a20Alf RA
d20ALtf O2yySOGA 2y is odr bpN@tyhiy tolspfdad Kinghéds &nd cadng thriulha

phone calls, email, social media and other electronic outreach.

CKAY3Ia NBE OKFy3IAy3a FfY2ad K2dzNI &z FyR AUGQ&a G NX:
connected to updated informatiomrmaine.gov/dafs/coviel9

| SNB NS’ FyagSNB (2 ljdzSadArazya &2dz2Q0S a1 SR

What are the results of testing for COVAD® in Maine?

March 20, 2020 COWI® total test data for Maine: 2,264 negative results and 56 positive results.
This changes on a d&y-daybasis. The Maine CDC is providing daily updates on their website,
which you can findHERE

2 xff L 06S (2fR AT &a2YS2yS VIDM? g2NJ AYy3I 6AGK GSai
Yes. Your health and safety are of the utmost importance to us. Please rest assured, if and when the
State is made aware of acase of COMIP F2NJ I adl S SyYLX 2@8SSsx 0262N]
area will be informed.

As you may be aware froldKS al AyS / 5/ Q& LJJ® tokfidnedNdadel@(Ntlich y3 2 F
includes the age, range, gender, and county location of the indivigasimost other states do),

law prohibits us from identifying an employee by name when sharing positive test infomat
CKSNBEF2NB>: yed y2U0AFAOFGAZ2Y G2 O262N] SNAR Ydad |
name.

What does Maine CDC recommend if an employee tests positive for CQ9Y™D

A AMaine CDC recommends closing a specific office area (not neceasatible office or
building), if an individual in that office area tests positive for CE&MID

A AEmployees who work in the same office area as the affected individual should self
guarantine at home and observe for symptoms for 14 days.

A AThose who devep symptoms during that 2day period should contact their health care
provider for medical advice.

A ADuring the 14day office area closure, the area should be thoroughly cleaned.
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AAfter the 14day closure period, employees may return to work if they are not diagnosed with
COVIBLY, are not in their 14lay window for selfjuarantine, do not have any syngms and did
not have symptoms during their period of sglfiarantine.

Alf multiple people in an office are affected with COME) the period of closure should be based
2y (GUKS RIFIGS 2F GKS f1ad RAFIY2a4SR AYRAGARIZ f Qa

NOTE: ther offices/programs/divisions within the same office building need not close.

What action is the State taking now to limit my exposure to COMI@?

We are working to keep employees informed and educated. Find communications here.

In addition, consistent with the guidance sent to all employees on March 16, state agencies are
encouraging social distancing to limit potential exposure through lessenengumber of
employees in work areas, temporarily increasing telework, and providing more flexible leave
options as appropriate (understanding these options are limited or unavailable for our 24/7
operations and public safety programs).

Below are answerso some of the questions we have received specific to working from home and
leave time options:

1. Am | automatically approved to stay home to work if | am already equipped to telework (have
a laptop and remote security access)?

Decisions regarding apoval for telework are made at the department/agency level. It may be that
some employees already set up for telework will be immediately approved to work from home.
However, it may not meet operational needs to have all those with remote capabilities sovay

from the office each day. Agencies may have operational needs requiring an employee with a
laptop and remote access to be in the office or rotate days in the office. Additionally, appropriate
social distancing may occur by having some employeesfahe office and others remaining in the
office. Please work with your supervisor and manager to determine how to best meet operational
needs.

2. | have never been able to work from home befogeean | work from home now?

In some cases, it may be gmble due to the extraordinary circumstances related to this emergency
for people who would not typically work from home to be able to perform work remotely.
Departments and agencies are trying to be flexible to aid in social distancing; however, iemay b
that social distancing occurs in the office once others are home working. If you are approved to
telework, please be aware these arrangements are not designed to bedomgand are only
approved due to current circumstances related to COIADSome employees may be approved to
work from home for some days but be required to be in the office on other days.
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3. Do | need to sign an agreement for telework?

You must have management approval to work from home. Some departments and agencies have
formal agreements in place or are designing them for this temporary GO&/#duation. It is up to

the agency whether or not they require a formal telework agreemesfole you work at home for

these temporary arrangements. Even if you did not initially sign a telework agreement, your agency
may ask for a signed agreement to formalize expectations at a later date.

4. Are there guidelines or tips for working from home?

If approved to work from home, some tips to keep in mind:

ASeek approval before taking home any materials that contain confidential information
Remember to exercise caution, and to maintain confidentiality even with family members.
ASeek approval gfore bringing any additional office equipment beyond a laptop home with you
ATrust is critical Be available when you say you will be, ask for help when needed, and consistently
deliver quality work.

Astay connected with your teamCommunicate with your eworkers and supervisor as much as
you normally would, as best you can. Develop a schedule and stick to it. Your availability while
teleworking should be equal to-office availability. In addition to helping you with your wattkis
will keep you from feeling isolated.

ARemain flexibleand willing to make changes to meet operational and public needs.

AMore guidance on working from home can be found mtine.gov/dafs/coviell 9

p® ad& OKAf RNBY QA & OKchileichre dptionsOdar |av&riRfitom hoyhdor take K | @Sy
leave time to care for them?

The answer to this question will depend on the nature of your work, whether or not your job can be

done remotely, and if there are sufficient employees available to work torensperations of the

{GFGS OFry O2ylGAydzsSe® { dzZISNIBA&2NE FFNB 0SAy3a Syo0O2d:
determine if telework or leave time are options (if leave time is an option; see #6 below). It is also
important to remember that any time aemployee spends caring for dependents while teleworking

is not counted as time worked.

There are some employees providing essential services in 24/7 facilities and public safety roles who

will be required to work if well.

A new federal law not yet enaatanay provide additional options. Stay tuned for more information

over the next few weeks.
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6. What do | use for Leave Timg8ee Appendix | of this documeént

a. You are Sick

b. You are Taking Care of Sick Dependent(s)

c. You are Taking Care of Children Due to CQ¥IEchool or Daycare Closure.

d. You/Someone with whom You Live Must Stay Home per CDC Guidance ofl@0OVID

e. You are in a Higher Risk COVAOGroup

In response to COVAD, the use of sick leave has been expanded beyond the contractual language
for absences related to COVID. At this time and until further guidance, you may (8«€K LEAVE
for absences, as follows:

In accordance with language and standard practice, if you are sick, stay home, and use your sick
time.

Also,in accordance with contract language and standardctfiea, if you are required to attend to

sick dependents (as defined in bargaining unit agreements), do so and use sick time.

FOR THIS COVID EMERGENCY ONLY and only for a limited time (being reviewed regularly), if you
are not required to work to proviel essential operations, and you are not able to work from home,

and you must be home to care for young children due to the CQY9I€osure of schools or your
daycare, you may record leave time as SICK LEAVE

To provide more flexibility for those who né¢o be away from work for reasons related to COVID
19, sick time may be used if you or your family member must stay home per CDC guidance, even
though you/they may not be sick.

If you are considered at higher risk under CDC guidelines (elderly or migdiaal condition that
causes higher risk per CDC guidelines), you may be eligible to use sick time. This may not be an
option for those necessary to provide essential operations.
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At this time, if you are approved to be out of work due to COM[you may also be eligible to use
your available vacation, comp, or personal leave

A new federal law not yet enacted may provide additional options. Stay tuned for more information
over the next few weeks.

Also note: there are employees providing essential services in 24/7 facilities and public safety roles
who will be required to work if well.

7. What if | run out of paid sick, vacation, comp time and personal leave?

If you are out of work due to COVID reasons and run out of paid sick, vacation, comp and
personal leave options, talk with your supervisor and Human Resources office. We will work to find
options to keep you in pay status. This may mean revisiting work from home and other leave
options.

A new federal law not yet enacted may provide additional options. Stay tuned for more information
over the next few weeks.

8. | have a compromised immune system or underlying condition. Can | work from home or take
sick leave?

Ensuring the health and safety of ourrégk employees is the primary concern, and supervisors and
their human resources office will work with empkss who come forward with health concerns to
identify if there are other work areas that provide greater social distancing, any potential telework
options, or the use of leave time, whichever is appropriate. See the leave options above in items 6
and 7 ifleave time is the approved option. Note that some employees providing essential services in
24/7 facilities and public safety roles may be required to work if they are well.

A new federal law not yet enacted may provide additional options. Stay tunetbferinformation

over the next few weeks.

9. Can | be required to report to work?

Possibly. The services provided by the State of Maine are critical during this unprecedented time
when the needs are great, and State government remains open. The wallkD#partments is
important, and there are some operations which will require employees to report to work without
options for telework or leave time. Please discuss your options with your supervisor and manager
and raise any concerns to Human Resourdeslerstand not all requests for telework or leave will
be granted, as the operational needs of the State must be met.
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10. Will I lose my health insurance if I go on unpaid status?

If you are out of work due to COVID and go on an unpaidave, the State will continue to pay its

AKIFNB 2F @2dz2NJ 06SYSTAGA O00GKS WSYLX 28SND 2NJ W{dal G
share of benefits for yourself and any dependents you may have on your insurance plans (the

WS YLIX 2 eSS QuillbbilledBon tde emiogee share of health, dental, life, and any other

insurance. Please reach out to your Human Resources office if you have concerns with keeping your
insurance
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Dated: 3/16/2020

While guidance continues to evolve in response@y/ID-19 in Maine, | want to thank

you for everything you are doing to support the people of Maine as we navigate through
this time when they most need the services we provide. Leadership continues to monitor
COVID-19 activities centrally with the suppat the Maine CDC, and efforts continue

to be made to ensure we strike an appropriate balance between meeting our business
obligations to the citizens of Maine and ensuring the health of our employees and clients.
We also understand that many essentialises, like our 24/7 facilities and public safety
programs, must continue to be wsiaffed and operational at all times.

Communications continue to be reviewed centrally to ensure consistency with CDC and
leadership guidance. With this guidance indniyour commissioners and agency heads
are working to:

A Limit potential exposure of our employees most vulnerable to the virus by
considering alternate work locations and/or schedules, telework, and leave time
options where appropriatenanagement approval required; 24/7 facilities and
public safety programs may not have any or only limited options)

A Support social distancing by reducing the number of employees within crowded
work spaces through alternate work locations and/or sabgdelework, and
leave time use options as appropriate (management approval required; 24/7
facilities and public safety programs may not have any or only limited options)

A Provide more flexibility in the use of leave options over the next two weeks as
appropriate for those who may need to be away from work for reasons related to
the coronavirus, including the expansion of the use of sick leave (work with
management and Human Resources; 24/7 facilities and public safety programs
may not have any or onlimited options)

o] For example, an office employee who is unable to work from home but
approved by management to be away from work to care for child(ren) due
to school or daycare closure, may now be allowed to use sick leave to
cover this coronavirus raled absence

Additionally, actions are being taken to keep employees and the public informed and
reminded of safe practices as we continue business operations:

A Notices are being posted at doors of state offices reminding employees and the
public notto enter if they are sick with symptoms of the flu and virus

A Reminders of electronic methods for conducting State business are being posted
1/7/2021 9:18 AM Pagel230f 365



MaineDOT Maine Department of Transportation

A Bureau of General Services is installing 2 hand sanitizer dispensers in each of the
44 occupied Augusta arstate owned facilities (including MCJA)

The coronavirus has created an unusual situation, and all employees will respond
differently. The State has resources available toiyglease reach out to your

supervisor, Human Resources, or Living Resourgéd] if you need support. Please

keep in mind that your Living Resources program is available to you and your family
members 24 hours a day, seven days a week to assist with virtually any issue, including
guidance on how to remain healthy and deal wighaimotional impacts of the

coronavirus.

A Remember, there is a fine line between social distancing and social isolation

A Living Resources (EAP) is also offering the following session to help support
many who are impacted and concerned about the odrasa The registration
link is below. All employees and family members are invited to attend.

Coping With Uncertainty About The Coronavirus

Date/ Time Registration Link

March 17th

1lami 12pm EST
https://attendee.gotowebinar.com/register/733907924160508939

If you aresick, stayhome and call your health providedo not visit them in person.

Please continue to exercise care with personal hygiene, as these measures continue to be
our best potection:

o] Wash your hands frequently with hot, soapy water for at least 20 seconds;
o] Keep your hands below your shoulders (away from your face); and
o] Greet others from a distance, instead of shaking hands.

Please route questions to your supsors and our Human Resources professionals.

Be mindful of the needs of others. Stay calm. Stockpiling supplies may mean vulnerable
neighbors are not able to get what they need. Please check on others, share, and be kind.
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Dated 3/12/2020
DearState of Maine employee,
Please find additional information and guidance attached to this email.

The State of Maine is a large employer, and our employees have countless public facing
interactions every day. In order to continue to provide the services Maine citizens expect
and deserve, DAFS is following U.S. CDC and Maine CDC guidance in respadhge to
2019 novel coronavirus, also known@®VID-19.

We are maximizing recommended safety protocols in order to minimize the potential for
exposure. We are encouraging calm and thoughtful interactions, both with the public we
serve and our colleagueBlease also know that this is a constantly evolving situation

and that we will do our best to provide you with updated information as quickly as
possible.

Social distancing which means avoiding larger group gatherings and maintaining a
distance of apmximately six feet from others when possibles encouraged. As new
information becomes available and as circumstances change, we will explore additional
options to enhance social distancing, including limitingsite meetings; encouraging
Maine citizers to access our services online; supporting telecommuting options; and
using conference calling, among others.

As the Governor reminded us today:

A Wash your hands often with soap and water or, if soap and water are not readily

available, use alcohdiased hand sanitizer.

Avoid touching your eyes, nose, and mouth with unwashed hands.

Avoid close contact with people who are sick, and stay at home if you are sick.

Avoid visiting older people or those with chronic health conditions in person to

protect their health and safety. Find other ways to show them that you love them.

Social isolation is a concern at times like this, but Maine people are resourceful in

our ability to support each other.

A Cover your cough or sneeze with a tissue, then ttihatissue in the trash.

A Wipe down the things you touch oftdn door knobs, phone screens, home and
workplace equipmerd with disinfecting wipes.

Taking these simple important steps will protect you, your family, your neighbors, and

your ceworkers.

Too o o

Please also refer to my lastrail on this topic, sent March 6, 2020 at 12:41 pm.
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Dated: 3/6/2020

'a | YSY0 SN 2 FCorbrawis Ri¥sgoNde Aehthet Diegartment of Administrative and
Financial Services (DAFS) has been working diligently to reviegld#l guidance as part of our efforts
to prepare for the potential spread of coronavirus, also knowc@&s/IB19.

While the Maine CDC continues to report that the riskG®VIBL9 to Maine residents is low, it is
important, as Governor Mills noted, for State government to continue to prepare. To that end, DAFS has
prepared two documents to answepmmon questions state employees may have:

1. A Question and Answer document that provides information alf@OWVIB19 and outlines steps
employees should take if they believe they or a coworker is symptomatic. It also addresses
common questions regarding sick time, remote work, and other issues.

2. Aflyer, relaying similar information, that DAFS will place in comemoployee areas to provide
information aboutCOVIEL9.

You can also find this information onlifEERE

Additionally, at my direction, the Property Management Division of DAFS has inttbageeffort to

keep our workspaces clean. This means that you may see increased custodian activity in your building,
especially in areas that are commoniged or traveled. You will also soon see more sanitation stations
around your workplace, and, pguidance from the Maine CDC, we encourage you to use them often.

As always, it is important to be mindful of phishing attempts. It is possible that you will see increased

phishing activity from those looking to exploit fear or misinformation about theravirus. The best

thing we can do is continue to practice common cybersecurity measures, such as not clicking on links
FTNRY 4SYRSNAR &2dz R2y Qi 1y26> y2i R2éyf 2l RAy3a dzySE
0§KS dawSLR2 NI t KAldKta rgpdre suspicdziugiengils. A y  h dzi

¢CKS g2N)] SIFHOK 2F @&2dz R2Sa T2NJ GKS LIS2LX S 2F alAyS
that you have the information and resources to staytaplate on developments regardirgOVIBL9
and how it may impéacyour work.

We encourage you to visit thd.S. CD@ndMaine CDQ@vebsites for more information abo@OVIEL9
and if you have any further Hfelated questions, | encourage you to speak with your supervisbifor
department The Department will send out additional information and updates as necessary as the
situation changes.

Thank you for all you do.
Sincerely,

Kirsten LC Figueroa
DAFS Commissioner
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Appendix D

Guidance on Meeting3ravel and Other
March 12, 2020

The State of Maine is a large employer and conducts thousands of public facing interactions every day.
In order to continue to provide the services Maine citizens expect and need from its government, we are
using CDC guidam@nd professional judgement in response to the Coronavirus. We are maximizing
safety and recommended protocols to minimize the potential exposure. We are encouraging calm and
thoughtful interactions. Be kind and know that information is coming as yuéskpossible.

BusinessRelated Meetings and Gatherings

As always, confer with your managers and supervisors before changing or implementing anything to
ensure best practices in line with operational needs.

1 For meetings and work gatherings, considamnote participation alternative formats: tele
conference, Skype for Business, Microsoft Teams,\&te will be sending a flyer with this
information soon!

1 For meetings that are done in person, take precautions to include meeting in a large room or an
open, weltventilated space; spacing the chairs and participants in a social distancing manner;
and keeping meetings short.

1 Assess the need to host or attend conferences and large gatherings and determine whether
alternative accommodations can be made toitior mitigate potential exposure. If it is
determined a conference is essential and cannot be delayed or conducted by other means, refer
to CDC guidance on planning for an eventatw.cdc.gov/coronavirus/2019
ncov/community/largeevents
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Travel
Effective immediately for the next 30 days to be reviewed again in 2 weeks.
In State Travel:

9 For now, in state travel is status quo. Remember to takedsemmended precautions of
washing your hands, social distancing, etc.

Out of State Travel

9 Cancel all nommssential business out of state travel, whether or not it has been scheduled.
Attempt to recover costs, as many airlines, hotels, conferencesietg.allow for cancellations
or credits. It is understood that some costs may not be recovered.

1 Essential travel is determined and must be approved by Department or Agency heads.
When determining what is essential travel, consider:

o0 Is the travel criticalo the department or agency mission?
0 Isthe travel related to the department or agency Continuity of Operations Plan (COOP)?
0 What is the destination and is that location currently impacted?
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Appendix E

Flyer for Employees

While the risk of COVID -19 in Maine remains low, you can help
keep yourself and your ceworkers healthy by taking common sense
steps and staying informed.

How do | help stop the spread of What if | think | am sick?

germs?

Avoid close contact witpeople who U.S. CDC
are sick. guidance
Cover your cough or sneeze with g '€commends
tissue, then throw the tissue in the calllr_lg your
trash. medical
. . provider firg. If
Avoid touching your eyes, nose, ar they advise that
mouth. o you see a wakk
Clean and disinfect frequently in clinic, a list can be found by
touched objects and surfaces. scanning this QR code or visiting
Stay home when you are sick, exc{ maine.gov/bhr/oeHf you do not
to get medical qa. speak with a medical provider, pleas

Wash your hands often with soap | call the walkin clinic first befae

and water for at least 20 seconds. | 90ing due to possible wait times ang
exposure risk.

For the latest information and more
helpful tools visit:
www.cdc.qovCOVID19

Anthem subscribers also have the
following options:
Call the Nurse Line at-800-607-
3262 (see the back of your Anthe
card).
Register for Live Health Online,

the 24hour, no cepay
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What do | do if | have travel plans?

If you plan on
traveling soon,
scan this QR
code to get the
latest travel
warnings, or

visit CDC.gov.

telemedicine option. Visit
LiveHealthOnline.conto learn
more.

| have questions aboutCOVID -19
and work, where do | turn?

Please contact your Human Resour
office with questions and concerns

The Department of Admistrative and
Financial Services will provide
updates as necessary as the situat
changes.
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Appendix F

Frequent Questions and Answers
1. What precautions can | take to protect myself from Coronavirus Disease QO190-

19)?

Maine CDC reports that the risk aZOVID-19 to Maine people continues to be low.
However, it is important for all Maine residents to take proper precautions, including
following guidelines issued by the U.S. Centers for Disease Control and Pre&hfon
CDC)such as:

1 Wash hands often with soap and water for at least 20 seconds. If soap and water are not
available, use alcohdiased hand sanitizer.

Avoid shaking hands as a greeting.

Avoid touching your eyes, nose, and mouth with unwashed hands.

Avoid close contact with people who are sick.

Stay home when you are sick.

Cover your cough or sneeze with a tissue, then throw the tissue in the trash.

Clean and disinfect frequently touched objects and surfaces.

= =4 =4 =4 -8 -4

Additionally, if you are considering booking, or have upcoming travel planned, please
revi ew t hetrawdl.g8danceC DCO s

The Department of Administrative and Financial Services encourages you-pstay
date on developments by seeking information through credible spsuosas th&laine
CDCandU.S. CDC

2. What are the symptoms GOVID-197?

Symptoms offOVID-19 can include fever, cough, and shortness of breath.

3. What if someone at work is coughing or sneezing

Have tissues available in theorkplace for ondime use for coughs and sneezes with a
trash receptacle for disposal.

It is important to keep in mind that many things cause people to cough, such as allergies,
dryness, post nasal dr i,andmorer r i t ant s, a oti

4. With all the talk abou€OVID-19, should | come to work?
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7.

Although it is natural to have concerns, employees who are well are expected to work. If
you are sick, please stay home and contact your supervisor to report when you will be out
sick.

What if somene in my home has been asked to-swhitor for symptoms?

If someone in your home has been asked by Maine CDC tonseiitor for symptoms,
follow the precautions outlined above and $etinitor as you go to work. If you prefer to
request vacation oroep time off during this period, such request may be granted based
on operational need.

If the person in your home becomes symptomatic, please walitbck medical professional
for guidance. Contact your supervisor if medical direction will require gdaetout.

What if someone in my home is diagnosed ithVID-19?

If someone in your home has been diagnosed @G@VID-19, immediately check with a
medical professional for guidance. Contact your supervisor if the medical direction will
require you tde out.

What if | have symptoms or a diagnosis@G®VID-19, butl do not have any or enough
sick leave?

Most importantly, stay home when you are sick and notify your supervisor of your absence.
Please note you may be required to provide medical docatimnt

Employees with symptoms or a diagnosis @DVID-19 who do not have enough
accumulated sick leave may be approved to use their available vacation, comp time, and/or
personal leave. Employees may also be able to record leave without pay for abskason
amount of time without disciplinary action. Please work with your supervisor and Human
Resources to determine leave options for your particular situation

Can a supervisor send me home if | am 3ick

Yes. In most instances, supervisors can send a sick employee home.
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9. If | am sent home due to displaying symptom<aiVID-19, do | have to use my own
time?

Yes. If you are sent home due to illness, you must use your sick leave. As mentioned above,
if you do not have enough accumulated sick leave, leave may be approved to use available
vacation, comp time, and/or personal leave.

10.Can | work from home?

You must receive approval from your supervisor and agency management prior to working
from home or takig work home. Keep in mind some work assignments, materials, and/or
equipment are not appropriate for removal from the office or work outside of the office.

11.1 have more guestions abdd®©VID-19 and work, where do | turn?

Please contact yolituman Resources offiagith questions and concerns.

12.1 am a supervisor; where do | get more information?

See your Human Resources office for additional guidance related torgieuas a
supervisor or manager.
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Appendix G

Teleworking

If you are currently equipped to telework (already have a laptop and remote security access), you may

do so for the next two weeks with Bureau or Office director approlfgtou are not so equipped,

al AySsh¢Qa YIFylFaSyYSyid oS lanvoikcieas©tdeninibgf of erdploye@sN] Ay 3 2
who can telework based upon job duties, operational need, and technical requirements and

capacity. Obviously, we will not be able to grant every requegte expect to have more information on

this in a couple of day Please do not submit individual tickets for new equipment or service through

the OIT help desk platformnstead, work with your supervisor to capture your needs, who will forward

them to your Bureau or Office director for review.

If approved for eleworking, some tips to keep in mind:

9 Trustis critical. Be available when you say you will be, ask for help when needed, and
consistently deliver quality work.

9 Stay connected with your team. Communicate with yousaokers and supervisor as much as
younormally would, as best you caevelop a schedule and stick to Your availability while
teleworking should be equal to4office availability. In addition to helping you with your work,
this will keep you from feeling isolated.

1 Seekapproval before taking home any materials that contain confidential information.
Remember to exercise caution, and to maintain confidentiality even with family members.

1 Remain flexible and willing to make changes to meet operational and public needs.

Someadditional options to telework and otherwise work remotely even without internet accéhgse

options are all designed to allow promote social distancing as recommended by thd iRB@ll such

options, you can request them through your supervisoréiew by your Bureau or Office

Director. Approval will be made based on operational need, ability to do meaningful work at a remote

AAGSET YR (KS adzLJSNIA &2 NDa IToekefark thide név2optiords.da dzNB  |j dz €

Il. Telework Using a S®mDesktop.My email on Telework of March f68ocused on laptopsToday,
after working with OIT, we have learned that there is an optjavith approval to take a State
desktop machine home to teleworR\Vhile this is not as easy as a laptop, thesalleinging times
require outof-the-box thinking, and we want to thank OIT for their flexibilior this option to be
considered, security protocols must be followed including the installation of Maltior
Authentication (MFA) on the desktop compuiarquestion. MFA installation on a desktop can only
be done when the machine the machine is connected to the state netwhinis means it must be
done BEFORE it is moved from the state office.

If this desktop option is approved, all the guidelines carad in my Telework email of March
16" apply. Additionally, the following requirements also apply.
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1 The functionality of remote access including pulse secure and MFA must be
verified. MaineDOT RIO personnel will handle this upon approval by your Bunelau a
Office Director.

1 Hardware to be removed is limited to the desktop computer, monitor, keyboard, and
mouse. Other than the desktop computer, you may also use equipment that you
already have at home (monitor, keyboard, mouse).

1 A complete and accurate lisf all state hardware being removed must be provided to
your supervisor before it is removed from state propergupervisors will keep an
inventory of any and all hardware removed on a department wide SharePoint
document.

lll. Telework Using Your Person&.FYou may be able to telework using your own PC IF you require
only limited applications and security protocols are followadhat is, if you only require state email
(Outlook) and Microsoft Office products, have internet access, and follow MFA semutitgols,
you can telework on your home PC with approvAlgain, make this request through your
supervisor for review by your Bureau or Office Director.

Please understand that we cannot fulfill all telework requests immedialélgould easily taka
week or more depending upon demanBlease understand that we are doing everything we
can to get this done competently and as efficiently as possible.

. Other Remote WorkWith approval of your Bureau or Office Director, you may be authorized to
work ata remote location such as your home to perform specific tasks or projects, even without an
internet connection.To qualify, your supervisor must determine that any such this work meets the
following criteria.

1 A schedule of work hours that is consistarith MaineDOT policy and telework
requirements contained in my March %@mail.

1 Work tasks must be within the normal job duties of the employ&hese may include
training.

1 The supervisor and employee must agree upon method of tracking the completion of
tasks and receiving new assignments, as well as communication methods (phone, text,
email, etc.).

1 The employee must be available during normal business hours with regular
communication

Some pointers for setting up a workspace in your home can be foundisritleo, recently
ONBIFIGSR 6@ (GKS {GI3SQa SNH2y2YAO | ROA&A2NE WI &
https://www.youtube.com/watch?v=axSqgFvUSpGA&t=22s
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| SNBEQa GKS fAy]l] G2 0GKS ¢StS¢g2N)] .Sad t NI
https://www.maine.qov/dafs/sites/maie.qov.dafs/files/inline
files/Telework%20Best%20Practices¥®W2RO0Employees.pdf

Telework Best Practices

This is intended to address COMI®related circumstances that require or allow employees to work

remotely instead of from their assigned workplac@pfoval to telework during this outbreak is not an

indication that work can effectively be performed at home under normal circumstances.

For employees:

w / NBIFIGS | 62N aLIl oS |4 K2YS Ay | O2YF2NIil o6f S> | dz
living or family space. (If you are set up on the dining room table or another area where the family can
interfere, it will be difficult to keep on task.) A dedicated area trains the brain to associate this place

with work activities, leading to greater fos. It should be an area where all wastated materials can

0S a02NBR ¢KSyYy @2dz NB y20 ald 62Nl ¢d al 1S adaNBE @&
place of business.

w 2KSYy ONBIFGAYy3 22dzNJ 62NJ aLJ OS3 Yainprbyouk ibdyl Ty toS NH 2 y 2
have a desk or table at a comfortable height, a chair that will support correct posture, and adequate

lighting.

w {GAO0] G2 @2dz2NJ NB3dzf I NJ 62N] NRdziAYyS | & YdzOK | & LJ
same times, awell as taking your regular lunch break. It also means doing the same activities that you
normally do. For example, if you usually enjoy going for a walk outside for part of your lunch, continue

doing so while working remotely. Similarly, if you like &wé snacks at certain times during the day,

continue doing this as well. Sticking to your usual routine will create a sense of stability, keeping you

focused on what is most important: the work.

w 5S@St2L) I &AO0OKSRdz S | y Bersamndicaddrkerd $ that thay kriowwhén A a4 QA
they can expect to communicate and collaborate with you. It also helps your family understand when

you should not be disturbed.

w C2NJ a2YS LIS2LJ S LMzidAy3a 2y g2N] OfyoRintKtBeda SOSYy 6
right frame of mind. It can help you take your work seriously and stay focused.

w ¢2 O02Yo6ld RA&AGNI OlAz2yasz ONBIFGS tAraida 2F ogKFG @2
want to accomplish for the day gives you a sense of direction.

w CNHzG A& ONRGAOFIfTH .S F@FLAflI0ofS 6KSy @&2dz ale& @&z
deliver quality work.

w {GF& O02yySOilSRH /- goxkefglayg hudh as Wu moinallil wodl@, dshéstyau can.

Your availability while telewting should be equal to iaffice availability. In addition to helping you

with your work, this will keep you from feeling isolated.

w {SS1T IFLWINR2GIf 0SF2NB (GF1Ay3 K2YS lye YFGSNAI T a
exercise caution, anth maintain confidentiality even with family members.

w wSYFAY FtSEAO6ES yR gAttAy3d G2 YIS OKFry3asSa (2

Tools for remote work:
w YY2¢ 2

K RSal] LK2y$S YSaalada NByz2GSt e
w YYy24 K2

g G2 OKSO]
g G2 OKI y 3 %ilmeasdgteRdely| LIK2yS @2A0S8Y
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@ | YRSNAUGFIYR K2g (2 F2NBINR &2d2N) RSal LK2YyS ydz¥oS
w YY26 K26 (2 |yasSNI &2dzNJ Rém LIK2y S dzaAy3a &2dzNJ O
w YY26 K2g (2 dAaS |y Ayadlyd YSaal3aiay3d T8l (dz2NB & dz
with team members instantaneously

w ! YRSNEGFIYR K2g (2 | O0Saa akKlINBR RNA@S&E NBY2GSte
w YYy26 K2g (2 aS0 dz2d Iy 2ytAyS YSSiGAy3a (G2 &aKINB R

through the shareescreen function

IT is developing a web page to provide this informagahis a work in progress so check for updates

from time to time.

https://www.maine.gov/oit/remote

Teleworking will be subject to the following standards and expectations:

w ¢KS SYLXtz288S50Qa alflINEX 2206 NBalLRyaArAoAfAGASE I yR
teleworking.

w ¢KS SyLX288S | aNBSa (2 O2 Ydnll expedatioingivhile ittheiSEA & G A y 3
remote worksite.

w b2NX¥If $2N)] K2d2NE NB (2 NBYFAY (GKS aryS gKAfS
supervisor.

w ¢KS SYLX28SS akKlff LINRYLWGte y2a4AFe (KS adzZISNIA &
equipment failure or other unforeseen circumstances.

w 5dZNAyYy3 (StS62N] K2dzNEX GAYS (GKS SYLX 28S8SS alLISyYyRa
will not be counted as time worked.

w ¢KS SYLIX 2@ Sapprovalfeoin mahagknyent paddSo ing any accrued leave.

Stay active while teleworkingSee below two exercise videos for employees.

Back Strengtheningattps://youtu.be/x9R7eX pjiOm
Desk Stretchinghttps://youtu.be/JXRwcybd710
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Appendix H

Human Resource Update 12/31/20

A new item, beginning January 2, 2021, is with leave and recording hours waikgzoyees, in the

past, have needed to charge vacation, sick leave, and compensation leave in % hour

increments. Beginning January 2, 2021, you will now be able to chasyeleredits irvzhour

increments. Conversely, when you fill out your time cards, you will also have the ability to document
time worked inzhour increments as well(This applies to all MaineDOT employees, with the exception
of Ferry Service personnélerry Service has had the ability to record leave and hours worked in %
increments.)

As a reminder, the Administration worked with MSEA and entered into an agreement on maximum
vacation balancesEffective January 1, 2021, there will be no cap on theimiamx hours of vacation

you can accrueHowever, it is important to note that at the end of 2021, maximum vacation balances
must be at, or below, the contractual amount allowddlease be mindful of your balances so you do
not lose time at the end of 2021

Your annual sick leave earnings will be loaded into your sick leave account upVifoen payroll
completes processing the payroll we are currently in, you will see 96.2 hours added to your béflance.
you currently are at 960 sick leave hours, tmmaal amount will be added to your reserve account.

Per the collective bargaining agreements, a new salary schedule will be implemé&itedurrent Step

1 will be removed, the remaining salary steps will be renumbered and a new Step 8 adtiée, which

will be a 4% increaseYou will not see the new salary amounts immediately, as we need to process the
current payroll we are in now first; please be patient.

The Federal Emergency Paid Sick Leave and the Emergency Paid Family Leavesia @itlild

end. These two Federal benefits are not part of the new Corona Virus Relief Package recently passed
and signed by the PresidentVith this being said, Governor Mills has authorized a new Corona Care
administrative leave benefit for employeeshis benefit is for 80 hours of leave for COVID related
absences be it isolation, quarantine, or COVID related child care it¢issmportant to note that the

80 hour COVID Care benefit is not an additional benefit to employees in the event Congr&isséa®

the Federal Emergency Paid Sick Le&mould Congress reinstate the Emergency Sick Leave, any COVID
Care hours used will be applied to the federal benefit and hours will be reddaedecord the use of

the Corona Care benefit, please code loused as COVID Sick.

Many of you with school aged children have concerns about the last iFlease remember, talk with

your supervisor, they will work with you to assist in meeting the need you may have with your child(ren)
be it flexible use of accad leave, alternative/flexible work schedules, or even unpaid leave.
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Use of Leave Time

As always, requests for use of leave time need to be directed to your supervisor, who will be receiving
guidance from Bureau and Office directors.
1. Sick Time

a.

You areSick. Obviously, in accordance with standard practice, if you are sick, even mildly so
(running nose, fever, shortness of breath, cough), stay home, and use your sick

time. Distance yourself from people in your home as much as posdildagh into tisse,

wear a mask if you already have one, and stay in one room as much as possible.

You are Taking Care of a Dependent Who is 3ilso. in accordance with standard practice,

if you need to attend to sick dependents, do so and use sick tBugagain, the

precautions to avoid catching whatever they haveroid long close interactions (less than 6
feet). Wash your hands every time you leave the room where they bise technology

(cell, text, FaceTime, etc.) to have virtual conversations as much asagoAlthough we all
want to hug and kiss those we love who are not feeling well, it is especially important to
avoid that now.

You are Taking Care of School Aged Childwoving now to new policies in response to the
COVIBEL9 challenge, in accordanedth statewide guidance provided by the Department of
Administrative and Financial Affairs (DAFS), if you need to be home to care for children who
are home due to the closure of schools or your daycare, you can do so and use sick
time for up to two weeks. We understand schools may be closed for longer than this, and
we will update this policy if and when stavdde policy changes.

You Live with Someone witblOVIBEL9 or is Sick and had Credible Exposuré@®/IB19. To
provide more flexibility for thee who need to be away from work for reasons related to
COVIBLY, youare encouraged to stay home and use sick time for up to two wegksiif

live with a person who (i) is diagnosed W&l®VIEL9 OR (ii) is symptomatfounning nose,

fever, shortness offieath, cough) AND has been directly exposed to someone else who is
diagnosed withCOVIEL9 or who recently returned from a country, area, or gathering with
widespread confirmedOVIBL9 cases.

You are in a Higher RIBIOVIEL9 Group.If you are older ohave a medical condition that
causes higher risk (including heart disease, diabetes, chronic respiratory disease, or cancer),
you are eligible, but not required, to use sick time for up to two weeks, unless you are
necessary for continued operation¥.oursupervisor or Bureau and Office director will be
notifying all such necessary personnel shortly.
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2. Vacation, Comp and Personal Time
If you do not qualify for use of sick time as described above, but you want to isolate yourself at
home or elsewhere to reduce your risk of exposur€@VIBL9, most of you can use vacation,
compensatory and personal time to do sAgain. the exceptiorsiemployees who are necessary
for continued operations.

3. Unpaid Time
If you have used all your sick, vacation, compensatory or personal time, and still want to be
away from work for the reasons set forth above, you can request unpaid time for up to two
weeks. It will be generally granted, excepting those who are necessary for continued
operations. We are seeking guidance as to if or how use of unpaid time will impact your health
or life insurance.

As noted above, productive telework hours approved byryBureau or Office Director do not require

the use of any type of leave tim&Ve understand that work days at home or any place other than your
usual place of work may often be a combination of work and leave, and we know that you will honestly
report each to your supervisor.

Updated: 4/1/2020
There are two new options

Sick Leave Two weeks of paid sick leave is available for an employee who is unable to
telework and who:

(0]

has been directed to comply with a Federal, State, or local quarantineatiorsol
order related to COVIELY,

has been advised by a health care provider tegselfantine due to COVH9,

is experiencing COVIEL9 symptoms and is seeking a medical diagnosis,

is caring for someone who has been directed to comply with a Federa),d8tat
local quarantine or isolation order related to COMI®) or someone who has
been advised by a health care provider toge#frantine due to COVH29, OR

is caring for a child whose school or child care is closed (or their regular, paid
child-care povider is unavailable) due to COVAL®.

Family Medical Leave 12 weeks of time; the first 2 weeks unpaid (see sick leave

above), and 10 weeks paid IF the employee:

O O O O

has worked for the State for at least 30 days prior to using the leave,
needs to care for their son or daughter (as defined) under the age of 18,
has Family Medical Leave time availabf\\D

can prove, if requested, that their school or that their paid-cariel provider is
closed or unavailable.
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If you qualify and use thEmergency Paid Sick Leavdenefit, when you make out your
timecard in F2K, please selggOV SICK from the drop down boxThis will auto fill the
coding lines.If you qualify and use thEmergency Family and Medical Leave Expasion,
please selecOV FML from the drop down boxAgain, this selection will auto fill the coding
lines.

We would also like to remind you that if you do not qualify for either of the above two new
rules, you may use still your own time or unpaid lea@kease use the following comments in
the comment section of your timecard to help us track the expenditures.

COVID Personal ConcemWhen isolating yourself at home or elsewhere to reduce your risk of
exposure to COVIEL9 (vac, comp or personal ledve

COVID Dependent Care You are Taking Care of School Aged Children and your
daycare/school is NOT closed (sick, vac, comp or personal leave).
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Summary of Leaves Available to Care for Children when
School/Childcare/Caierovider are Closed tnavailake
August 2020

1. Emergency Paid Sick Leave Act (EP$ok)ualifying employees who have not already exhausted
this benefit, if an employee is unable to work or telework because the employee is caring for a child
whose school/childcare/care provider is closed or unavailable due to CT®/tbe employee has ¢h

option to use up to 80 hours of paid leave. If the employee and supervisor agree, EPSLA can be taken
intermittently. Part time and intermittent employees should contact HR to determine the number of
hours of eligibilityThis leave is not available to ptayees who are deemed exempt as health care
providers or emergency responders.

2. Emergency Family and Medical Leave Expansion Act (EPME&Aqualifying employees who have

not already exhausted this benefit, if the employee is unable to work or mwlewecause the employee

is caring for a child whose school/childcare/care provider is closed or unavailable due toT2OW®
employee may qualify to use up to 12 weeks of Emergency Family and Medical Leave. If the employee
and supervisor agree, EFML&sh be taken intermittently. To qualify, employees must have worked for
the State for at least 30 days prior to using the leave. The first two weeks of EFMLEA are unpaid, but the
employee can use the 80 hours of EPSLA time (if available) during thveeskounpaid period. Please

note that an employee is entitled to@mbined total ofLl2 weeks of this emergency leazrd

traditional Family and Medical Leave for 2080t(12 weeks of each), so in order to be eligible for
EFMLEA, the employee must have FNaAe availableEFMLEA is not available to employees who are
deemed exempt as health care providers or emergency responders.

3. Use of accrued sick leave to care for childr&uring this extreme public health emergency, the

Governor has authorized these of accrued sick leave when the employee is unable to work or telework
0SOldzaS GKS SYLX 28SSQa OKAf RQa-cae@iaderisur@vifabler O NB
due to COVIR9.

Limitation on the above leavesihe Emergency Paid Sick Leave, the Emergency Family and Medical
Leave Expansion Act leave, and the use of sick leave to care for a child as described above are not
available if the school/daycare/provider is open/available the parent(s) chooses not to send the child.
If the school/daycare/provider is open but only available for the child to attend part time due to-COVID
19, such leaves can be used for the periods when the school/childcare/provider is unavailable for the
child to attend.

4. Use of other accrued leaveEmployees may use accrued vacation, personal time, or compensatory
time as approved pursuant to the collective bargaining agreement.

5. Unpaid leave pursuant to state lawf the employee cannot work oelework because the
Of 2adzNBkdzyl @At oAfAGE 2F GKS SYLX 285SQa OKAf RQa
leave available pursuant to state law, during which the State will continue toigg@ys  { G F 6fSQa & K I N.
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